Job Description
Marketing and Communications Officer (Grade 5, NJC points 13 - 19)
Contract: 35 hours per week. Term Time plus INSET plus 10 Additional Days (including Key Stage 5 and Key Stage 4 results days in August)
Responsible to: School Business Manager 


Purpose of the Role
To support the school's communication, marketing and promotional activities by producing engaging content, publications, displays and promotional materials that celebrate the achievements of students and the wider school community.
The post-holder will play an important role in ensuring that high-quality information is shared with parents, students, staff and the local community through a range of communication channels, including social media, newsletters, publications and the school website.
The role combines administrative, creative and organisational responsibilities and requires excellent communication skills, strong attention to detail and the ability to work collaboratively with colleagues and external organisations.

Key Responsibilities
Communications, Marketing and Digital Content
· Coordinate the planning, creation and distribution of school communications, including newsletters, bulletins, letters, website content and event information. 
· Develop engaging content that celebrates student achievement, enrichment activities, staff successes and the wider life of the school. 
· Coordinate the collection of news, photographs, success stories and event information from across the school to support communications, social media, publications and promotional activities. 
· Manage and update the school's social media platforms, creating content that promotes the school and enhances engagement with stakeholders. 
· Support the maintenance of the school website, ensuring content is accurate, relevant, compliant and up to date. 
· Produce press releases, news stories and publicity materials to promote the school's achievements and activities. 
· Monitor communication and social media engagement and provide reports and recommendations as required. 
· Ensure all communications comply with safeguarding, copyright, data protection and brand guidelines. 
Publications, Design and Branding
· Design and produce high-quality publications and promotional materials, including newsletters, prospectuses, recruitment literature, event programmes, posters, flyers, banners, invitations, certificates and digital graphics. 
· Ensure all materials accurately reflect the school's values, ethos and visual identity. 
· Liaise with staff, contributors and external suppliers to ensure materials are produced to agreed standards, budgets and deadlines. 
· Coordinate photography and image collection across the school, maintaining an up-to-date image library and ensuring compliance with relevant guidance and permissions. 
Events, Displays and Community Engagement
· Support the planning, promotion and delivery of key school events, including open evenings, transition events, parental engagement activities, results day, awards events and recruitment activities. 
· Produce promotional resources, displays and presentation materials for events, visitors and stakeholders. 
· Create and coordinate displays that celebrate achievement, diversity, personal development and the school's values. 
· Represent the school positively and support activities that enhance the school's profile within the local community. 
External Partnerships and Resources
· Build and maintain effective relationships with external suppliers, community organisations, partner agencies and other stakeholders. 
· In partnership with the School Business Manager, manage the school's marketing budget, ensuring effective use of resources and value for money. 
· Keep up to date with developments in communications, marketing, digital media and relevant legislation. 
General Responsibilities
The post holder will:
· Support and promote the vision, values and ethos of the school. 
· Demonstrate a commitment to safeguarding and promoting the welfare of children and young people. 
· Comply with all school and Trust policies and procedures. 
· Participate in relevant training and professional development activities. 
· Undertake First Aid training and fulfil associated responsibilities in line with school procedures. 
· Undertake any other duties commensurate with the grade of the post.

Person Specification
	
	Essential/
Desirable
	Evidence
Application Form, Interview, Reference

	Education/Training/Qualifications

	GCSE English and Mathematics (Grade 4/C or above) or equivalent.
	Essential
	Application Form

	Evidence of continuing professional development in communications, media, marketing or design
	Essential
	Application Form/
Interview

	Knowledge/Experience/Skills

	Experience working in a communications, marketing, media or public relations role
	Essential
	Application Form/
Interview

	Experience of producing high-quality digital and print publications, at each stage of the process (design, editing and production)
	Essential
	Application Form/
Interview

	Experience and proficiency in use of design software packages such as Adobe Creative Suite and Canva 
	Essential
	Application Form/ 
Interview

	Experience and proficiency in use of MS Office packages and other digital and AI communication tools
	Essential
	Application Form / Interview

	Awareness of communications principles and how to apply them to meet objectives
	Essential
	Application Form / Interview

	Ability to communicate in an accessible and clear manner through a variety of formats and for different audiences, adapting tone and style as required
	Essential
	Application Form / Interview

	Experience of working in a school or educational setting.  
	Desirable
	Application Form / Interview

	Understanding of GDPR and safeguarding requirements within schools.  
	Desirable
	Application Form / Interview

	Experience of photography and basic video editing
	Desirable
	Application Form / Interview

	Familiarity with and use of social media and digital content making tools
	Essential
	Application Form / Interview

	Excellent organisational skills, with the ability to cope with a full and varied workload, prioritise and work to deadlines
	Essential
	Application Form / Interview

	Excellent written communication skills and attention to detail
	Essential
	Application Form / Interview

	Excellent interpersonal skills, with the ability to build relationships across the organisation and with other stakeholders
	Essential
	Application Form / Interview

	Personal Competencies

	Ability to work calmly under pressure, prioritising and manage own workload
	
	

	Flexibility, enthusiasm and a positive attitude at all times
	
	

	Committed to promoting the achievements and values of the school.
	
	

	Professional and approachable
	
	

	
	
	



