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INTRODUCTION 

 

 

OUR FOUNDING PRINCIPLES 

In 1907, our founder, Miss Olive Willis, set out to create a school that would be different. 

Disillusioned by the independent education that existed for girls at the time, she held the 

strong belief that a school was required which would meet the needs of young women by 

valuing and prizing individuals and engendering a strong sense of community. 

She believed that excellence, excitement and enthusiasm for the world around should be 

hallmarks of that school community that teachers should not be placed on pedestals and 

that girls should not be expected to rush around in a feverish attempt to behave like boys. 

Consequently, Downe House was established as 'a school where each individual within the 

community matters and where relationships between staff and pupils are normal'. 

Wander around our calm and extremely happy boarding school community and you will 

see that those founding principles are very much in place today. 

 

OUR LOCATION 

Downe House has a charm and character all of its own, set on a stunning 110 acre estate 

in Berkshire, overlooking woodland and the historic Berkshire Downs. Its appeal for many 

lies in the fact that it feels like a home as soon as you set foot in the gates. 

The School buildings are clustered at the heart of the site, surrounded by sports facilities 

and extensive grounds, providing a safe, tranquil environment for the School community. 

The village of Cold Ash lies outside the School gates, and the towns of Newbury and historic 

Oxford are within easy reach. The girls regularly visit Newbury for shopping, restaurant and 

cinema trips as well as to participate in local sports clubs. 

The true heart of the School is surrounded on three sides by ancient cloisters (the 

remnants of a religious order that occupied the site) and bounded by classrooms, a 

beautiful 1930s dining hall, Upper School boarding Houses, the Concert Room, Design and 

Technology rooms and Art studios. Beyond this lie the Chapel, further boarding Houses, 

Music rooms, the Performing Arts Centre, the modern languages department, specialist 

science laboratories, a fully-equipped ICT suite, our historic Barn Library and additional 

classrooms housing the humanities, mathematics and social sciences. 

Sports facilities are at every turn. As well as a 25m indoor pool, sports hall and gym there 

is a dance studio, fitness suite, indoor squash courts and 10 tennis courts. Our sports field 

is home to a floodlit AstroTurf for hockey, lacrosse pitches, grass athletics track and a 

sports pavilion.  

We also have an ambitious development plan in place for the School site. Our recently 

opened ‘Murray Centre’ provides a multi-purpose innovative performance space, gallery, 

learning pods, library seminar rooms, workshop and recital spaces and café. More 

developments are planned and fundraising for the next project is now underway. 
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SCHOOL SIZE AND STRUCTURE 

There are currently around 580 pupils age 11 -18 and the vast majority are full-time 

boarders. Most girls join at 11+, 12+ or 13+ with just a few joining in the Sixth Form each 

year. Each point of entry offers different benefits and a thorough programme of support is 

in place for girls no matter what age they are when they join. 

The School operates a ‘three tier’ boarding system - a unique boarding structure that has 

been developed to help girls in the lower years settle in as quickly as possible and to assist 

and support older pupils as their personal needs and learning requirements change. 

Girls joining Downe House at 11+ or 12+ will begin their School days in either Hermitage, 

Hill or Darwin, our wonderful new Lower School houses. The Lower School boarding houses 

are designed to provide the very best facilities to create a ‘home away from home.’ At the 

same time, each girl also becomes a member of one of the five Upper School Houses which 

they will move onto at 13+ – Aisholt, Ancren Gate North, Ancren Gate South, Holcombe or 

Tedworth - and benefit from all the fun, competitions, challenges and activities that this 

House membership brings.  

Most girls tend to stay on in the Sixth Form where there is a strong sense of growing 

independence. The 180 or so Sixth Form students board full time, although there is the 

freedom to leave the School most weekends and at times during the week if a girl’s Tutor 

sanctions this. At Sixth Form, girls move into either Willis or York. With excellent facilities 

for living and independent working, these Houses have been expressly designed. 
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ABOUT THE TEAM 

 

 

THE FOUNDATION OFFICE 

The Foundation Office is situated in the heart of the School. The Foundation as a whole is 

an umbrella, and the team within it is responsible for Admissions, Marketing, 

Communications, Public Relations, Alumnae Relations and Development.  

The Director of External Relations is a senior member of the Foundation Team and is 

responsible for the Communications, PR , Marketing and Admissions functions.  

ADMISSIONS 

Reporting to the Director of External Relations, the Admissions Team has responsibility for 

the management and operation of all aspects of pupil recruitment, from initial enquiry 

through to admission. The Team consists of a Registrar, two Assistant Registrars and an 

Admissions Assistant. Other members of the wider staff team work alongside the Registry 

Office to assist with events, tours, school fairs, assessment and experience days and prep 

school liaison. 

COMMUNICATIONS, PR & MARKETING 

Reporting to the Director of External Relations, the Team works across all aspects of 

marketing and communications at Downe House, and is responsible for the production 

and quality of content for all communication platforms including School publications, the 

website and social media. The School has a busy schedule of high profile events running 

throughout the year and this involves the Communications Team working collaboratively 

with colleagues across the School community.  
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JOB DESCRIPTION 

 

 

JOB TITLE  

Director of External Relations 

 

KEY PURPOSE 
In this key senior position, you will help ensure we retain our position as a major player in 

the international and domestic independent education sector and continue to market our 

brand globally. Reporting to the Assistant Headmistress (Foundation) and working closely 

with the Headmistress, you will be managing your own team, and will be responsible for 

the following key areas: 

 Admissions  

 Marketing, PR and Communications  
 

This will be a busy and challenging role where you will combine day-to-day management 

with strategy development.  

 

LINE MANAGER 
Assistant Headmistress (Foundation) 

 

MANAGEMENT RESPONSBILITY 
The structure of the Department is shown below: 
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MAIN DUTIES AND RESPONSIBILITIES 

 
ADMISSIONS 

 

 Oversee the work of the Admissions Team and lead the strategy for meeting the 

School’s UK and overseas pupil recruitment targets. 

 Systematically and regularly, review and develop all aspects of the Downe House 

Admissions Policy and procedures. As part of this review, you will monitor the 

results of all Admissions activities and measure their effectiveness, ensuring in 

particular that enquiries are converted effectively and efficiently into firm 

applications. 

 Provide guidance to the Admissions Team in respect of: 

 Targeting prospective parents and pupils. 

 Building relationships and setting standards and procedures as appropriate. 

 Ensuring that the whole admissions experience with Downe House is warm, 

purposeful, highly personalised and engaging. 

 Ensuring all communication to prospective parents and pupils is in keeping 

with the ethos of Downe House. 

 Overseeing  the programme of Visits, Tours, Prospective Parent Mornings 

and Experience Days by leading the organisation and training to ensure all 

staff understand their role in marketing the School. 

 Be a strong ambassador for the School at Prep School fairs and events for 

prospective parents and pupils in the UK and globally. 

 Ensure that strong relations are built and maintained with Prep Schools, visiting 

them regularly and making effective meaningful contact. 

 Ensure that strong relations are built and maintained with all prospective families, 

and any consultants or agents that we may deal with from time to time. 

 Monitor competitor activity and assess changes in the admissions and Prep School 

landscape. 

 Analyse and report using key admissions data. 

 Build future strategy for an evolving marketplace. 

 

MARKETING, PR AND COMMUNICATIONS 

 

 Take the lead on the strategic overview of all aspects of marketing, branding, PR 

and communication. 

 Develop, manage and oversee the implementation of Downe House strategic 

communications plan and the annual operational plan. 

 Take responsibility for and oversee the communications and PR activity across all 

departments (teaching and non-teaching) providing guidance, ideas and direct input as 

appropriate. 
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 Work closely with all front facing departments to ensure that the Downe House brand is 

used appropriately and effectively, and that our PR activity clearly communicates the 

vision and values of the School. 

 Develop the Prep School Marketing strategy and assist in the development of key 

overseas market relationships. 

 Support and guide the staff, school wide, to ensure effective and high quality internal and 

external communications including identifying opportunities for stories and events.  

 Provide brand leadership and ensure that branding guidelines remain consistent 

with the values, personality and objectives of the School are met consistently. 

 Refine and add to the School’s marketing and communications collateral where required. 

 Complete market and competitor research and analysis by conducting regular market 

audits, benchmarking and analysis. 

 Regularly review and develop all aspects of Downe House marketing and 

communications strategy and its link into the School Development Plan by  

monitoring the results of all marketing, PR and communications activities and 

measuring their effectiveness. 

 Work closely with the Operations and Events Team in the School to ensure that 

events are well run, effective, welcoming and give a good representation of the 

School.  

 

GENERAL 

 

 Managing the annual budgets for PR, Marketing and Admissions. 

 Attend and Report at Leadership Team and Governors’ Meetings as required. 

 Regularly hold team and 1:1 meetings with each department. 

 Attending morning briefings, CPD sessions, staff meetings and all major School 

events as required. 

 Developing a suitable programme of training for staff in the team/s and budget for 

these accordingly. 

 

SAFEGUARDING 

 

Downe House is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff to share this commitment and adhere to, and comply with, the 

School's Safeguarding and Promoting the Welfare of Children policy and procedures at all times. 

 

HEALTH AND SAFETY 

 
All staff at Downe House are required to remain vigilant, observe all relevant Health and 

Safety policies and procedures, take reasonable care of their own and others’ Health and 

Safety, report all accidents and incidents, raise concerns through their line managers, and 

address minor physical problems by reporting them as maintenance requests through the 

School’s internal IT reporting system (MERLIN).  
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EQUALITY AND DIVERSITY 

 
Staff at Downe House are expected to promote equality of opportunity for all girls and staff, both 

current and prospective, and to support an environment that values diversity. 

 

DATA PROTECTION 

 
All staff at Downe House have a responsibility to ensure that data they are responsible for is 

 accurate and appropriate to the needs of the School, and that they are responsible for ensuring 

any personal data processed for any purpose or purposes in connection with their role at the 

School, shall not be kept for longer than is necessary for that purpose or those purposes in 

accordance with the Data Protection Act 1998. 

 

CONTINUOUS PROFESSIONAL DEVELOPMENT (CPD) 
 

Downe House is committed to providing Continuous Professional Development 

opportunities to all our staff. We have a healthy training budget for both external and 

internal study and regularly organise engaging and topical training events, which staff are 

invited to attend. We set aside specific times for training and offer a wide range of 

development opportunities to staff, whatever their role. All new staff also participate in a 

detailed induction programme to ensure that they are supported during the important 

first few weeks in post.  

 

Note:  This job description is not a comprehensive definition of the post.  It will be reviewed as 

part of the cycle of appraisal, and it may be subject to modification or amendment at any time 

after consultation with the holder of the post.  Further guidance on the duties and 

responsibilities of members of staff can be found in the Staff Handbook and on the School 

Management Information System. 
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PERSON SPECIFICATION 

 

 

 

 

 Qualification to degree level 

 Public relations, communications and marketing experience is essential 

 Knowledge of, and empathy with the independent schools sector is highly desirable 

 An interest in and commitment to the value of education. 

 A record of accomplishment of successful management of a team with the ability to 

influence, motivate and persuade at all levels 

 Vision, creative flair, commercial acumen, confidence and commitment 

 An outstanding communicator, a confident and accomplished presenter familiar with all 

media both digital and traditional 

 Highly literate and numerate, with strong appropriate IT skills and a keen eye for detail 

 Meticulous proofreading skills 

 A record of accomplishment of delivery combined with proven organisational skills, 

capable of multitasking and delivering to tight deadlines 

 Expertise in developing both strategic and tactical plans, and of managing budgets 

 Effective problem solver and flexible team player, with the ability to plan 

 Excellent interpersonal skills; discrete with a sense of humour combined with the ability 

to remain calm and cope with the unexpected 

 A good listener who encourages dialogue; receptive to new ideas 

 Sensitive to culture with the flexibility to adapt, initiate, build, cultivate and nurture 

effective relationships 

 Gravitas and credibility with the presence necessary to earn the respect of those within 

and beyond Downe House 

 Stamina, resilience, a balanced approach, a sense of humour and intellectual flexibility. 

 Determination, initiative and tenacity to champion Downe House with passion and 

conviction to all audiences 

 Strong work ethic and sense of responsibility. 

 Flexibility : 

- A full understanding and commitment to the lifestyle of a busy full boarding school. 

- Availability and willingness to commit to the hours/demands of the job (including 

occasional overseas travel) 

- Flexibility and desire to make an active contribution to the wider life of the School by 

attending events and getting under the skin of what it means to be a ‘Downe House girl’ 

- Commitment to own professional development and learning 
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TERMS, CONDITIONS AND BENEFITS 

 

 

Downe House offers a range of benefits and competitive terms and conditions as 

outlined below. 

Salary 

It is anticipated the salary will be circa £50,000 per annum. This will be agreed by the 

Headmistress and will be dependent on qualifications and experience. The School 

normally reviews salaries on an annual basis and any pay awards agreed by the Board of 

Governors’ are implemented annually in September. 

Salaries are paid by direct transfer into your bank account by the Bursary on the last 

Friday of the month. 

Working Hours 

The post is a full-time position working approximately 40 hours per week but the role will 

require significant flexibility and working hours will depend on the operational needs of 

the School. Working hours will include some evenings and weekends to support School 

events.  

It is anticipated that the post holder will work throughout the School year (ie not ‘term 

time only’). 

Probation period 

During the first three terms of employment, you will be on a probation period. This period is 

designed to give both you and the School the opportunity to assess your suitability for the 

role. You will meet with your line manager (Assistant Headmistress - Foundation) on a 

regular basis and receive feedback on your progress and discuss your training and 

development needs.  

Notice period 

Your notice period during the probation period will be one month on either side. On 

successful completion of your probation period this will increase to three months on either 

side. 

Pension 

After successful completion of 3 months employment, you will be automatically enrolled 

into the School’s Group Stakeholder Pension Plan with Aegon Scottish Equitable to which 

the School will contribute the equivalent of 9% of your salary if you contribute a minimum of 

3% of your salary. Lower contributions are also available in line with statutory guidance.  

Holidays 

You will be entitled to 25 days’ annual leave per year plus public holidays that fall within the 

School holidays (normally seven of the eight public holidays). 
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In addition there may be additional holiday during the Christmas period if the School closes 

between Christmas and New Year. This will normally be three additional days and you will 

not be required to use your annual leave entitlement. It should be noted that this Christmas 

holiday is non-contractual and cannot be guaranteed. 

Sick Pay 

On successful completion of 6 months service, you will be eligible for sick pay under the 

School’s occupational sick pay scheme. This will be in line with the School Policy but broadly 

offers the following subject to conditions: 

 Up to two weeks full and two weeks half pay during your first year of employment. 

 Up to one month full and one month half pay in your second year of employment.  

 Up to two months full pay and two months half pay in your third year of employment. 

 Up to three months full pay and three months half pay in your fourth year of 

employment onwards. 

 

Meals and Refreshments 

During term time we provide freshly prepared, nutritious meals in the Main Dining Hall 

and the Sixth Form Dining Hall, and a wide choice is normally available.  Refreshments are 

also available throughout the day. Meals and refreshments are free of charge.  

Parking 

There is plenty of free on-site parking available. 

Smoking 

Smoking is not allowed in any of the School buildings or on the School site. A designated 

smoking area is situated on site next to the Estates Department and this is the only area in 

the School grounds where staff are permitted to smoke. 

Disclosure and Barring Service checks (DBS) 

Due to the nature of your role working in a boarding environment with young people, you will 

be required to undergo an Enhanced Level DBS check. During your employment it will also 

be important for you to keep us fully informed of any changes that take place that could 

affect your DBS status. 

Staff Facilities and Social Events 

Various sports facilities are available on site that can be used by staff at agreed times 

during the week. Activities include swimming, gym, tennis and squash. In addition you will 

be invited to a number of school social events and functions that run throughout the year.  
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Induction and Staff Training & Development 

 

At Downe House we are committed to the professional development of all our staff. You will 

receive initial induction training when you first join us, and ongoing support. 

Following induction, you will be actively encouraged and supported with your continuous 

professional development with both internal and external training courses, seminars and 

conferences being made available to you.   

Discounted School fees 

At the discretion of the Headmistress, staff may be eligible for up to two-thirds discount on 

day fees should their daughter be accepted into the School. This discount is on a pro-rata 

basis for part-time employees. 

 

 

We look forward to receiving your application. If you require any further information then 

please do not hesitate to contact the HR Department on 01635 204712. Alternatively, 

please email HR@downehouse.net. 

 

 

 

 

 

 

 

 

  


