
   
 

 
BERKLEE COLLEGE OF MUSIC – Valencia Campus 

 
Position Description 

	  
 
 
Job Title Valencia Campus Marketing and Customer Relationship 

Management (CRM) Coordinator  
 
Department   Berklee in Valencia Office of Admissions  
 
Manager’s Title   Director of Valencia Enrollment  
 
Desired Start Date  October 2011 
 
Location   Valencia, Spain 
 
 
General Job Description:  
 
Berklee in Valencia is a new campus for global contemporary music education in 
Valencia, Spain, operated by Berklee College of Music, Boston, Massachusetts – the 
world’s recognized leader in contemporary music education and the largest school 
of contemporary music in the world. 
 
Slated to open in Fall 2011 and begin offering graduate degree programs in 
September 2012, Berklee Valencia is actively seeking a Valencia Campus Marketing 
and CRM Coordinator.  
 
Under the general supervision of the Valencia Director of Enrollment, the Valencia 
Campus Marketing and CRM Coordinator, manages the daily coordination and 
distribution of marketing content and communications. The Valencia Marketing 
and CRM Coordinator maximizes the effective use of the Admissions CRM to 
support increased yield in key enrollment cohorts. This person would be the 
designated in-house expert for leveraging action-based communication triggers 
designed to increase conversion rates from prospect to applicant, admitted 
applicant to deposited applicant, and deposited applicant to matriculant. 
Maintains current knowledge of content in all Admissions marketing collateral.  
Develops target audiences based upon predetermined enrollment cohorts. Reports 
on effectiveness of outreach campaigns and customer behavior. 
 
 
Marketing 
 

1. Working with the Director of Valencia Enrollment, the Admissions Dean and 
Associate Director of Admissions Marketing, integrates the Valencia 
Admissions Marketing calendar for specific Admissions communications to 
targeted cohorts into the Admissions CRM system. Establishes and maintains 
prospect and applicant relationships with plans that integrate over multiple 
communications channels. 

 
2. Effectively manages prospective student communications throughout the 

recruitment funneling process. Manages relationship data and maintains 



   
 

	  
countless transactional data points related to application, matriculation, 
marketing, scholarships, financial aid records, etc communications. 

 
3. Works with Director of Valencia Enrollment and Associate Director of 

Admissions Marketing to deliver personal and relevant communications that 
effectively target specific market segments with a customized message and 
automates communication plans as needed. Manages market segments and 
sends timely communication based on Admissions goals. 

 
4. Ensures communications to identified cohorts are in line with the Admissions 

marketing calendar and sent at the desired strategic points in the year or at 
the desired intervals. Implements programming to initiate personal and 
automated responses based on customer interaction with the college.  

 
5. Creates systems to realize collected data to determine effectiveness of 

campaigns through real- time communication and response tracking. Creates 
quality control reports to ensure accuracy of content given to customers 

 
6. Establishes and maintains prospect and student relationships with plans that 

integrate over multiple media channels and manages the various audiences 
in Admissions CRM system. Sends specific marketing around admissions off-
campus recruitment events based on those relationships.  
 

7. Sends targeted recruitment related communications to prospective students 
and avoids message duplication through communication monitoring 
software. 

 
8. Working with the Director of Valencia Enrollment determines the amount 

spent to recruit specific cohorts. Reports the total material cost and 
justification for all Admissions Publications and project costs for upcoming 
Admissions cycles. Maintains projection reports of customers, resources, and 
materials that will be needed in the immediate and upcoming admissions 
cycles 

 
9.  Manages and implements various on-line recruitment and matriculation 

events including chat sessions and live broadcasts 
 
Communication Implementation 
 

1. Works with Valencia Communications team to ensure all messaging sent by 
the Valencia Admissions Office is proofed, in line with the College’s brand 
guidelines, and is accessible and understandable to a wide variety of 
audiences. Ensures correct placement of messaging imagery and copy 

 
2. Has knowledge of all content and messaging and ensures that content has 

continuity across all college media platforms. Ensuring the accuracy of 
statements across all platforms. Removes any out-dated information across 
all platforms 

 
3. Works with Web and Communications team to publish approved 

multimedia content to various channels including content to communicate 
in multiple languages.  

 



   
 

	  
4. Publishes html email to communications management system and oversees 

data collection of cohorts assigned for the communication and release and 
frequency of the message 

 
5. Creates additional social media content to promote the Valencia programs to 

prospective students and publishes timely admissions messaging in 
coordination with admissions communications plan 

 
Data Management 
 

1. Maintains documentation of communications workflow and operations of 
that workflow. 
 

2. Reports and analyses customer feedback and action based data. Measure 
"message effectiveness" through real-time communication and response 
tracking 

 
3. Works with Admissions Technology Manager to search, qualify, segment, 

and target prospects and student populations 
 
 
 
Other duties as assigned.  
 
Knowledge and Skills Required 
 

1. Knowledge of computer network and database systems, and standard 
software programs for PC and Macintosh. Should have experience with 
querying and manipulating data. 

2. Media and/or public communications background, including experience 
in emarketing, direct mail, social media and web presentation. 

3. Knowledge of current marketing and advertising trends in various 
mediums including but not limited to print and the web. 

4. Proven leadership skills in media technology, including web operations. 
5. Familiarity with CRM best practice and Prospect Management System 

operations 
6. Excellent English written and verbal communications skills, strong 

proofreading, copy editing skills, and knowledge of html design 
concepts and technology. 

7. Spanish is preferred but not required.  
8. Excellent customer service skills and experience. 
9. Strong analytical and report writing skills. 
10. Planning, organizational and project management skills. 
11. Leadership and personnel management skills. 
12. Strong interpersonal skills and ability to work with a variety of internal 

and interdepartmental staff, faculty, and outsource vendors. 
13. Proven analytical abilities and sound judgment. 
14. Experience in college admissions operations and standard 

communication development and tracking. 
15. Minimum education requirement of BA/BS degree; musical training and 

experience preferred. 
 
Please, send us your résumé/CV and cover letter to valenciajobs@berklee.edu. 
Indicate on the subject line the name of the job you are applying to.  


