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JOB DESCRIPTION

Job Title: Digital Marketing Officer 
Reports to: Director of Marketing and Admissions
Staff Supervised:  None	
Key Contacts and Relationships:  Director of Marketing and Admissions; Registrar; Admissions Officer; Admissions Partnerships Lead; Current Students; Current Parents; Old Scholars; Prospective Parents; Prospective Students; the Head; the Deputy Heads; Assistant Head; the Bursar; the Head of Bootham Junior School; Heads of Departments; Director of Development.
Overall Purpose:
The Digital Marketing Officer will play a key role in attracting prospective families to Bootham School through creative, effective digital marketing.

Working closely with the Director of Marketing and Admissions, the postholder will deliver the School’s digital marketing activity, creating engaging campaigns and content that strengthen Bootham’s reputation, showcase the School’s distinctive character, values and ethos, and support pupil recruitment by generating enquiries from prospective families.

This is a varied, hands-on role for someone who enjoys combining creativity with digital marketing. From capturing life across the School through photography and video to managing social media, designing campaigns, developing the website and running digital advertising, the successful candidate will help ensure Bootham reaches the right audiences with the right messages.

The role is primarily based at the Senior School, with a regular day each week at the Junior School, providing an opportunity to build strong relationships with colleagues and pupils across the School community.

Key Responsibilities:

1. Create Compelling Content
· Create engaging photography, video, copy and design that showcases the breadth and character of a Bootham education across the Junior and Senior Schools.
· Plan and schedule content to support the School’s key admissions and marketing campaigns throughout the year.
· Build strong relationships with colleagues across the School to identify and promote stories that bring the Bootham experience to life.
· Design marketing materials and advertising artwork using Adobe Creative Suite and Canva, ensuring all communications reflect the School’s brand guidelines and warm, authentic tone of voice.
· Create content for social media, the School website, email marketing and digital advertising campaigns.
· Capture photography and video at key School events, including occasional evenings and weekends.
· Manage and maintain the School’s media library and digital assets, ensuring photography, video and other marketing collateral are organised, accessible and appropriately stored.
· Ensure all photography and video content is created and used in accordance with the School’s photography permissions, safeguarding requirements and data protection procedures.
2. Publish Engaging Communications
· Manage and develop the School website, ensuring content remains accurate, engaging and optimised for search engines through effective content management and SEO.
· Manage the School’s social media channels, planning and publishing engaging content across appropriate platforms.
· Produce website news stories, e-newsletters and other digital communications.
3. Promote Bootham School
· Plan, deliver and report on digital marketing campaigns that support pupil recruitment and the School’s wider marketing objectives.
· Set up, manage and optimise paid advertising campaigns across Meta and Google Ads.
· Monitor the performance of campaigns, website traffic and digital channels, using insight and analytics to improve engagement, enquiries and campaign effectiveness.
General Responsibilities
· Undertaking duties in line with the Health and Safety policies of the School.
· To engage actively with the School’s performance development review processes and take responsibility for own development.
· To promote and uphold the School’s values in relation to Equality and Diversity.
· To promote and safeguard the welfare of children and young persons and ensure compliance with the school’s Child Protection Policy Statement at all times.
· To understand the issues of radicalisation and to refer concerns appropriately.
· Any other duties as requested by your Line Manager.

Person Specification:

Experience
Essential
· Experience of creating high-quality digital content, including photography, videography and copywriting.
· Experience in a marketing, digital marketing or communications role.
· Experience of creating content that demonstrates brand identity and engages target audiences.
· Experience of designing marketing materials using Adobe Creative Suite and Canva.
· Experience of managing organisational social media channels.
· Experience of managing website content using a Content Management System.
· Experience of setting up, managing and reporting on Meta and Google Ads campaigns.
Desirable
· Experience within an education or independent school environment.
· Experience of email marketing platforms.
· Experience of Google Analytics (GA4), Search Console or similar reporting tools.
Qualifications
Desirable
· Degree or professional qualification in Marketing, Digital Marketing, Communications or a related discipline.
· CIM qualification or equivalent.
Knowledge and Skills
Essential
· Excellent written communication and copywriting skills.
· Strong visual and creative skills with excellent attention to detail.
· Good understanding of digital marketing, social media and content creation.
· Excellent working knowledge of Adobe Creative Suite, particularly InDesign and Photoshop.
· Excellent working knowledge of Canva.
· Understanding of SEO and website content management.
· Ability to interpret marketing performance data and use insights to improve future activity.
· Excellent organisational skills with the ability to manage multiple priorities and meet deadlines.
· Strong interpersonal skills and the confidence to build positive relationships across the School.
· Good working knowledge of Microsoft Office.
Personal Attributes
The successful candidate will be:
· Creative, enthusiastic and proactive.
· Highly organised with excellent attention to detail.
· Comfortable working independently while collaborating with colleagues across the School.
· A confident communicator with a positive, flexible approach.
· Committed to maintaining Bootham’s distinctive brand and warm, authentic tone of voice.
· Willing to work occasional evenings and weekends to support key School events.
It is the joint responsibility of the role holder and their line manager to review and update the job description as required.
………………………………………………………………………………………………………………………………………….
Confirmation of acceptance of the above job description.

Signed: ……………………………………………………………………………….	Date:………………………….
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