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TRAINEE DIGITAL MEDIA & ADVERTISING EXECUTIVE 
REF. NO. KKCL-SS17-DMAE 

 
 

About us 

KKCL has been welcoming English language students for close to fifteen years. We are dedicated to providing 
quality English language courses for adults as well as innovative programmes for teenagers and young learners. 
 
We are accredited by the British Council, top-rated by the Independent Schools Inspectorate (ISI) - exceeding 
expectations in all three assessment areas - and a member of English UK. These accreditations and memberships 
show our commitment to the highest standards of education and welfare. 
 
Our flagship school is located in a Grade II listed building in Harrow - originally a 19th-century village school house. 
You will find the school has excellent modern facilities, bright, cosy classrooms, a comfortable student lounge, and 
our own stylish cafeteria serving a wide variety of international food. The school is less than 5 minutes walk away 
from the Piccadilly line into central London. 
 
This summer we have taken up residence in one of the most prestigious boarding schools in Britain – Harrow 
School. Established in 1572 and steeped in history, Harrow School has been synonymous with wealth & privilege 
for centuries. Our students will follow in the footsteps of the giants of old, to live like Harrovians just as Lord Bryon 
and Prime Minister Sir Winston Churchill once did. 

Number of employees 

- 20 during off season  
- 80-100 during summer months 

Tasks 

We are looking for a self motivated and creative individual who can work unsupervised as well as part of a team 
and to extremely strict deadlines. As a trainee of Digital Media & Advertising Executive, your key responsibility will 
be development of the Company online presence and advertising, with the support of our Sale s & Marketing team. 
The position will require you to both film and edit video content for website and recruitment partners use, this will 
include student interviews, course reviews, school promotional videos, trade shows etc. With your professional 
backgrounds in filmmaking and media, you will also be responsible to provide professional advice and extensive 
support to our academic team for running our Go Create! English creative workshops.    
 

Your role may include any of the following tasks:  
 To film and edit promotional videos with the support of the Design team.  

 Conceptualise new video marketing material. 

 Support the marketing and managerial team with creative content - using knowledge gained in British media 
industry and English literature analysis from education background (e.g. introducing advanced English media 
contents that benefit English language learners; providing high-quality review and critic content related to 
English language media to attract potential customers and partners' attention etc.) 

 Provide operation and analysis on Digital Marketing and Online Content Distribution. 

 Work with the Sales & Marketing team to create online social networking content using Twitter, LinkedIn, 
Facebook and other media platforms, as well as creation of Email based marketing campaigns. Source relevant 
and timely content (in written, graphic, audio, video and social media), keeping our online presence up to date 
and relevant.  
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 Work with the Design team, to maintain content on company websites, conceptualise and produce website/e-
mail templates, design/produce print related marketing material 

 Maintain brand consistency throughout your work.  

 Provide technical support and training to our academic team for running our Go Create! English creative 
workshops such as animation, film-marking, TV presentation and music production, with your professional 
backgrounds in the filmmaking, music and digital media industries.   

 Work with the academic team to provide theoretical and artistic guidance and valuation on students’ project 
works.  

 Liaises with the Sales & Marketing team to discuss products / services to be marketed, defines target group and 
assesses the suitability of various media for various majority countries.  

 Devises advertising campaign to impart the desired product image in an effective and economical way. Reviews 
and revises campaign in light of sales figures, surveys etc. 

 Stays abreast of changes in media, readership or viewing figure and advertising rates. 

 Assist with wider learner marketing or communication events where necessary. 

 Support the accessibility and publication of course information. 

 Carrying out any other ad hock tasks as may be required from time to time to ensure the smooth running of 
the whole business. 

Skills needed 

 Generally required to have / studying at least a Bachelor's degree in a relevant field and significant experience 
in film-making and digital design and content creation.  

 Both camera and editing skills are essential for this position and the use of your own camera may be required.  

 Must be fluent in English. 

 Strong skills in copywriting, editing, proofreading skills, online marketing, social media marketing are essential.   

 General skills in design and knowledge of Adobe Indesign, Photoshop, Illustrator and Photography will be an 
advantage, but not essential.  

 Ability to produce audio and video content for the web using cameras, microphones and editing software. 

 Excellent interpersonal and collaboration skills.  

 Ability to work with a variety of disciplines and levels of an organisation. 

 Proficiency in Microsoft Office and project management software. 

 Proven record of multi-tasking and ability to handle a high pressure environment with significant timeline 
pressures. 

 Web / Graphical Design skills would be desirable. 

 In depth knowledge of e-marketing  

 A flexible attitude with proven experience of working in a small team. 

 Excellent communication skills and attention to detail.  
 
Applicants will be required to show a portfolio of previous work. 

Skills to be acquired 

 Gain real knowledge of social media and email marketing platforms (e.g. MailChimp). 

 Working alongside senior staff members from day one, you’ll benefit from close contact and support from our 
Sales and Digital Media teams. 

 Opportunity to learn about daily operation in one of the top rated language schools in UK from the Sales and 
Marketing perspective and gain real insight of our global operations. 

 Gain invaluable work experience in a fast-paced environment with heavy use of technologies. 

Duration of the internship 
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minimum 2 months, 6 months preferred 

Office languages 

English 

Location 

Harrow-on-the-Hill / Harrow, London  

Financial support 

Travelcards, free staff lunch  

Can offer local homestay / residence at reduced rate 

Office hours 

Monday to Friday  

8.30am to 5:30pm 

 
We cannot offer work permits to candidates who are not eligible to work in the United Kingdom. Due to the volume of 
applications, only short-listed applicants will be contacted. 

 
Please Note: We will require at least two references which will be followed up by our HR team. Candidates will need to undergo 
the necessary DBS police checks and any gaps in work history will need to be explained. 2 types of official identification and 
certificates (either originals or certified copies) will be required for our records. 

 
KKCL is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this 
commitment. We have a comprehensive Child Protection Policy and procedures in place which all employees, volunteers and 
contractors are expected to adhere to. You will be required to undergo a Disclosure and Barring Service check (previously called a 
Criminal Records Bureau check), or equivalent if living outside the UK, and you will be asked to sign the Children Act 1989 
declaration safeguarding the welfare of children, and state that you have no known reason why you cannot work with children.  

 

 


