
 

 

 

  
 

 
 

POSITION Marketing Officer 
EMPLOYMENT TYPE Full time 

FACULTY/CENTER/INSTITUTE/DEPARTMENT Marketing and Communications 

LOCATION QI Campus, Male’ 

DATE ADVERTISED 1 April 2021 

DEADLINE FOR APPLICATION 8 April 2021 

 

 
 

   Responsible for providing general day-to-day Faculty/Centre/Department’s Administration support across the     
   organization. 

 
 Reports to: Director, Marketing and Communications  

 

BASIC SALARY MVR 4,500 

SERVICE ALLOWANCE MVR 3,000 

 
   Time: 0900hrs – 1700hrs (Sunday to Thursday and Saturdays where necessary) 

 

 
 

- Deploy successful marketing campaigns and own their implementation from ideation to execution. 

- Produce valuable and engaging content for the website and blog that attracts and converts target groups 

- Developing and managing advertising campaigns. 

- Active involvement in developing and conducting marketing researches and surveys 

- Communicate with target audiences and build and develop relationships 

- Help with marketing plans, advertising, direct marketing and campaigns 

- Provide support to marketing staff in delivering agreed activities 

- Source advertising opportunities and place adverts in the in appropriate media 

- Work closely with in-house or external teams in designing marketing materials such as brochures and adverts 

- Produce creative content, including videos and blog posts 

- Provide guidance to run social media channels (e.g. Twitter, Facebook and Linked ln) to enhance audience 
engagement 

- Organize and attend events such as conferences, seminars, receptions and exhibitions 

- Arrange the effective distribution of marketing materials 

- Maintain and update marketing/customer databases 

- Provide support in conducting market research, satisfaction surveys etc. 

- Develop and manage Villa College blog and website. 
 

 
 

General Marketing 

- Interpreting the college's business needs. 

- Meet clients/customers to seek their needs. 

- Responsible for timely and accurate updates of all advertisements. 

- Thoroughly be aware of the program portfolio of the college. 

- Maintain relationship with all marketing related suppliers (printers etc.) 
 
 

POSITION DESCRIPTION 

BROAD PURPOSE 

OVERALL RESPONSIBILITIES 

MAIN DUTIES 



- Study the advertising tactics, methods, tools etc (look through newspaper ads, TV ads etc.) of competitors and find 
ways to gain market power. 

- Working to tight deadlines. 

- Review of all newspaper/ magazine ads as well of competitors. 

- Responsible for timely and accurate updates of all advertising. 

- Proofreading to produce accurate and high-quality work. 

- Maintain contacts with important markets. 
 
Management and Leadership 

- Work with the marketing team on the inception and development of creative ideas and concepts related to 
promotional campaigns. 

- Organizing and managing the production of marketing materials. 

- Organize and participate Villa College promotional events. 

- Maintain relationship with marketing related suppliers (printers etc .) 

- Keep the marketing director updated with the latest prices of marketing related products and expenses 

- Managing and maintaining external advertising. 

- Multi-tasking: graphic designers often work on more than one design work at a time. 
 
 

- 

Education 

- A’ Level 
 

Experience 

- Experience in a related field 
 

Skills and Competencies 

- Advanced speaking and writing skills in English and Dhivehi 

- Proficient in MS Excel, MS Word and MS PowerPoint 
 

Character requirements / general attributes 

- Good interpersonal skills to develop and maintain effective working 
relationships 

- Ability to work under pressure, handle multiple tasks and meet tough 
deadlines 

- Must be organized 

- Take initiative in tasks 

- Attention to detail 
 

Special Requirements: 

- Advanced speaking and writing skills in English and Dhivehi 

- Proficient in MS Excel, MS Word and MS PowerPoint 

- Good presentation and oral communication skills  

- Excellent report writing skills  

- Supervisory and leadership skills 

- An organized approach to work 

- Excellent time management skills 

- A good level of English spelling & grammar 

- Accuracy & attention to details 

 



 
 


