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Job Description
Job Title	Digital Content and Communications Executive
Location	Radley College, Abingdon
Responsible to	Head of Communications
Purpose of the role	The Digital Content and Communications Executive will lead the development and delivery of engaging, audience-focused communications across digital channels, helping to strengthen Radley’s reputation, support pupil recruitment and showcase the distinctive experience of life at the College.


Key responsibilities 
Digital communications, content and campaigns
Campaigns and planning: 
· Plan and deliver integrated digital communications activity aligned with the College’s strategic priorities, particularly around pupil recruitment, admissions and key events.
· Develop and maintain a digital content calendar across key digital channels, to ensure timely, relevant and engaging content.
Social media and digital channels: 
· Develop and manage the College’s social media presence, moving beyond reactive posting to deliver planned, purposeful content aligned with recruitment and reputation objectives. 
Content creation and storytelling: 
· Develop high-quality, engaging content that brings the spirit of the College to life, showcasing the sense of community, academic excellence and the distinctive opportunities of a full boarding school, ensuring consistency of brand, tone of voice and messaging.
Website and SEO: 
· Manage and optimise website content to ensure it is user-focused, accessible and aligned with SEO best practice and emerging approaches to optimisation for AI-powered search.
Analytics and insight: 
· Use website, social media and campaign analytics to understand audience behaviour, measure impact and make evidence-based recommendations and adjust content and campaign activity accordingly. 
Monitoring trends and innovation: 
· Keep abreast of emerging trends, technologies and best practice in digital communications and social media, embracing new ideas and identifying new approaches that could strengthen audience engagement and the College’s digital presence.

Collaborative responsibilities
Creative production and wider communications 

Creative content production: 
· Work closely with the Head of Video and rest of the Communications Team to plan photography and videography for social media, including capturing day-to-day school life and key events, and coordinating with external photographers where required.
PR: 
· Identify and develop newsworthy stories that raise the College’s profile and strengthen its reputation. 
· Contribute to award submissions, engaging news stories and media hooks that can secure positive coverage in local and specialist media.
Collaboration and stakeholder engagement: 
· Work closely with colleagues across the College to identify and develop compelling stories, supporting a coordinated and proactive approach to communications.
Radley Schools Group: 
· There may be times when the postholder may collaborate on content creation for Radley Schools Group. 

These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.

Person Specification
Essential experience and skills
· Experience in a marketing, communications or digital role, with responsibility for content creation and managing digital channels
· Experience of planning and delivering campaigns across multiple channels
· Excellent written communication skills, with the ability to produce clear, engaging and audience focused content across a range of platforms
· Strong understanding of social media platforms and how they can be used to support engagement, recruitment and reputation
· Experience of using data and analytics (eg social media insights or website analytics) to evaluate performance and inform future activity
· Strong visual awareness and a good eye for design, with the ability to create or commission visually engaging content
· Ability to manage multiple projects, prioritise effectively and deliver high-quality work to deadlines
· Excellent interpersonal skills, with the ability to build positive working relationships with colleagues, pupils, and other stakeholders
· Previous experience of using audience insight to inform content, campaigns or communications activity
· Strong attention to detail
· Interest in education and an understanding of the importance of effective communication within a school environment


Desirable 
· A good understanding of SEO and emerging approaches to optimisation for AI-powered search and discovery
· Experience in photography or videography, or experience coordinating and creating visual content
· Proficiency in tools such as WordPress (or similar CMS), Canva or Adobe Creative Suite

Personal Qualities 
· Creative and curious with a genuine enthusiasm for finding new ways to tell stories and engage audiences
· Proactive and self-motivated, with the confidence to spot opportunities, develop ideas and turn them into action
· Collaborative and personable, with the ability to build strong relationships across the College community
· Organised and adaptable, able to manage competing priorities and maintain a high standard of work
· A positive, can-do attitude and willingness to contribute to a high-performing team
· A willingness to take on new projects and priorities, taking initiative and sharing workload with colleagues as the situation demands
· Keen to learn and develop, with an interest in the dynamics of working in an educational environment
· Commitment to safeguarding and responsible use of pupil images

Radley College is committed to safeguarding and promoting the welfare of its pupils and expects all employees to share this commitment. Employees must, at all times, have regard to the need to safeguard and promote the welfare of children in line with the provisions of the Children Act 2004 (as amended) and Keeping Children Safe in Education (as amended) and be fully aware of, and understand, the duties and responsibilities that apply to their role in relation to these requirements. All employees must attend appropriate training in accordance with College and local Safeguarding Board stipulations
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