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RESOURCE: 

Job Description – Marketing Manager 
 
 

Department External Relations 
Responsible to Director of External Relations 
 

Role Overview 
 
Reporting directly to and working closely with the Director of External Relations, the Marketing 
Manager will work alongside a Content Editor, a Development & Alumni Officer and an Administrative 
Assistant. In addition, the Admissions Officer works extremely closely with the department.  
 
To deliver key aspects of day-to-day marketing activity, including copywriting, event management, 
developing our relationship with key stakeholders, managing publications, acting as a brand 
ambassador, managing the advertising campaign, commissioning and liaison with designers and 
photographers, and promoting THE SCHOOL to overseas agents in partnership with admissions staff.  
 
The successful candidate will be expected to contribute to the development of marketing strategy for 
the school and play a proactive role in the whole school community.  

This post will suit a highly creative, innovative and ambitious individual seeking a varied role in an 
exciting and inspiring environment.  

Key Responsibilities  
  
• Devise and deliver creative solutions for marketing the school as a whole, with a particular focus 

on promoting junior and senior boarding, our bursary programme and the nursery  
• Carry out research and analysis of marketing and admissions data, and interpret the findings to 

help shape marketing strategy  
• In conjunction with the Director of External Relations and key members of staff, develop and 

deliver a consistent, relevant communications and events programme with key feeder and prep 
schools  

• Develop and manage the advertising campaign in line with the school’s strategic aims, and track 
its effectiveness  

• In conjunction with the Director of External Relations and with support from the Content Editor, 
produce key marketing publications including the prospectus and related material  

• Assist with the marketing of the school’s commercial activities  
• Manage and enhance the school’s profile in external guides and on websites  
• In conjunction with the Admissions Officer, oversee and deliver a programme of marketing and 

customer relations activity with overseas agents (it is not anticipated that this role will require 
overseas travel)  
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• Guide and assist all staff in the application of the brand guidelines and corporate identity, and act 
as a brand ambassador  

• Proactively identify areas for improvement in the school’s customer service and communications, 
and provide support and guidance as required in ensuring all communications meet the necessary 
standards  

• Play a key role in the organisation and management of school events  
• Represent the school at external events as required  
 
THE SCHOOL is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment. The successful applicant will be subject 
to checks by the Disclosure and Barring Service. The post holder will be required to take care to 
safeguard their own safety and that of others with whom they work and to co-operate with those 
designated with responsibility for health and safety. 
 
Person Specification 
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Other Requirements 
 
• Satisfactorily meeting the school’s employment checks – Disclosure and Barring Service (DBS) 

check, references, qualifications and legal entitlement to work in the UK 
 

 
 
 
 
 

DISCLAIMER 
This document is provided as an example of a job description used by an independent school. This document is 
provided for illustrative purposes only and AMCIS takes no responsibility for the accuracy, legality or currency of 
any content. In drafting any policies or procedures, AMCIS strongly advises that you seek your own legal advice 
to ensure that the content is relevant to your organisation and in line with all current legislation. 
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