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MISSION

To unlock and develop the confidence and individual talents of each child

VISION

To nurture every pupil, enabling them to be resilient and build self-worth, through the 
widest variety of opportunities

To provide our pupils with an engaging, collaborative and progressive teaching and learning 
community based on mutual respect, an understanding of individual needs and the 
willingness to rise to challenge

To ensure both day and boarding pupils are well prepared, within the context of a character 
and values education, for their next school and adult lives in a fast-moving and challenging 
globalised world

OUR PHILOSOPHY



ABOUT 
SWANBOURNE

We are incredibly proud of the breadth of our offering and the 
opportunities we provide for our children and staff to unlock 
their individual greatness. Our employees are encouraged to be 
active members of our school community;

• Full, Weekly & Flexi Boarding 

• Extensive Wrap Around Care 

• Chapel 

• Enrichment Programme 

• Personal Tutors

• Learning Support

• Senior School Masterclasses

• Internal Scholarships 

• Senior School Scholarships

• Progressive Academics – English, Maths, Humanities, Ancient 
& Modern Languages

• PSHE 

• The Arts

• Sport

• Outdoor Learning 

Swanbourne House School is a Co-educational Day 
and Boarding school for 3 – 13 years. Nestled within 
55 acres of beautiful Buckinghamshire countryside, 
Swanbourne House offers every child the opportunity 
to unlock their individual greatness. We impart a 
sense of value and self worth to awaken a personal 
discovery of talents and passions. 

In 2020, the School will be celebrating its 100th year 
with a stand out programme of century celebrations. 
The School will not only look back at its rich history 
with its alumni but will celebrate the legacies that are 
yet to come from an education at Swanbourne House.

As a country School, we are an integral part of the 
wider Swanbourne village community. Children come 
to us from the surrounding areas and some from 
further afield. 



STRUCTURE

HEAD

ASSISTANT HEAD 
(PASTORAL)

MIDDLE & SENIOR 
SCHOOL TUTORS

SURGERY

HEAD OF 
BOARDING

RESDIENT BOARDING 
TUTOR

BOARDING 
STAFF

DEPUTY HEAD/ DIRECTOR OF 
TEACHING & LEARNING

HEADS OF MIDDLE/ 
UPPER SCHOOL

MIDDLE/ SENIOR SCHOOL 
TEACHING STAFF

HEAD OF LOWER 
SCHOOL

HEAD OF 
EYFS

HEAD OF 
KS1

LOWER SCHOOL 
TEACHING STAFF

HEAD OF 
KS2

BURSAR

FINANCE HR CATERING IT DOMESTICS

MARKETING & 
ADMISSIONS 

GROUNDS & 
MAINTENANCE



GOVERNANCE

• The School is a registered charity, the most recent return to the Charity Commission can be viewed at: 

http://apps.charitycommission.gov.uk/Showcharity/RegisterOfCharities/FinancialHistory.aspx?RegisteredCh

arityNumber =310640&SubsidiaryNumber=0 

• The School is a member of the following independent school associations: IAPS, BSA, ISBA and AGBIS and 

it is inspected regularly by the Independent Schools Inspectorate (ISI). ISI’s most recent reports can be 

accessed on the School’s website at: http://www.swanbourne.org/Inspection. The School was recently 

awarded an ‘Excellent’ in all areas in its most recent ISI Inspection report (December, 2018). 

• The Governors - The Board of Governors meet at least once a term and act as the School’s proprietor. 

There are a number of sub-committees that oversee delegated functions: Education; Governance, 

Marketing & Communications; Development; Finance and General Purposes. These committees also meet 

once a term and the Head attends all these meetings. Members of the Board are drawn from within the 

local community and further afield. They provide a wide range of experience and a diverse range of skills 

and offer significant support to the School’s leadership team. Profiles for our Governors can be found at: 

http://www.swanbourne.org/Governors 

• There are over 45 teaching staff and Swanbourne House employs over 90 people making the School one 

of the largest employers in the local area.



GENERAL DESCRIPTION OF DUTIES

The Director of Marketing and Admissions will be responsible for developing the School’s marketing and communication strategies,
income generation and admissions. To provide advice, guidance, support and regular briefings to staff and Governors.  To protect and 
grow the School’s image, reputation and pupil recruitment

Strategic Planning, Reporting & Management 

• In consultation with the Bursar, Head and Governors, be responsible for the forward planning of a robust, long-term marketing and 
communications strategy that is designed to meet the overall objectives of the School

• Based on appropriate research set out the targets, priorities, timetable and resourcing of marketing and admissions activities, 
reporting regularly on progress to the Bursar, Head and Governors. 

• Work closely with the Head and Bursar to generate additional commercial opportunities for the School

• Support and advise on key operational changes and initiatives for curriculum and extra-curricular activities

• Prepare informed and robust forward plans across marketing, communication, admissions and fundraising that support the School’s 
vision

• Provide detailed and accurate budget forecasts

• Be responsible for managing the Marketing budget

• Ensure strategies and operational plans are delivered against a framework of KPI’s and objectives

• Prepare and deliver regular performance reports to Bursar, Head and Governors 

• Compile market intelligence and competitor reports

• Line manage all marketing and admissions support staff

• Chair appropriate marketing led initiatives



PR/Communications

• Oversee and maintain a dynamic PR and communications strategy

• Develop engaging initiatives and content to secure maximum coverage 
for the School and Head 

• Explore new opportunities and partnerships to extend the School’s reach

• Ensure that the School communicates in a consistent, professional and 
prompt fashion with stakeholders, prospective parents and external 
partners

• Review and advise on existing and emerging communication channels

• Manage the School’s press office function

• Act as the School’s press spokesperson

• Advise and issue directives on internal communications

• Provide communication and PR advice to the Governors as required

• Provide appropriate media training to Head and senior staff

• Manage all PR events including open days, taster days, speech days, 
social events and special occasions

Brand

• Further develop the Swanbourne brand in line with the 
School’s values, ethos and proposition, acting as ‘brand 
guardian’ for the School’s image and reputation

• Oversight across all marketing collateral including 
website, parent portal, app, printed materials, digital and 
social media, delivering innovative and accurate output

• Ensure ‘on brand’ messaging across all inward and 
outward facing activity

• Research and develop appropriate partnerships, both 
inside and outside the education sector, to further raise 
awareness of the School

• Conduct and lead appropriate brand strategy sessions 
and inset presentations with internal stakeholders 

• Develop and lead the School’s charity alignments



Admissions 

• To be responsible for all aspects of the School’s admissions process 
with a view to maximising the number of enquiries, visits, registrations 
and joiners, whilst securing retention levels implement and manage a 
system of regular forecasting of admissions figures

• To assist in the submission of the School Level Annual School Census 
(SLASC) to the Department of Education (DofE) and ISC Annual Census

• Ensure compliance across all areas of admissions, to include overseas 
admissions

• Track, manage, analyse and report on all elements of the admissions 
process including enquiries, visits, registrations, assessments, new 
joiners and premature leavers

• Develop community relations initiatives in order to raise the profile of 
the School in the area and support its strategic recruitment aims 

• Develop Senior School marketing and collaboration initiatives

• Manage recruitment events, representing the School both in the UK 
and overseas 

• Identify emerging markets both domestic and international 

• Continuously review and develop school events

Alumni and Income Generation

• To develop and progressive fundraising and
Alumni strategy with agreed fundraising 
objectives and targets for 1 – 5 years

• Engage old and new Alumni ahead of, and 
during, notable events

• Rationalise and review contact database 

• To work with the Bursar to maximise the income 
from the letting of school facilities



ATTRIBUTES ESSENTIAL DESIRABLE

QUALIFICATIONS Degree level qualification or equivalent in marketing

KNOWLEDGE & 

EXPERIENCE

Demonstrable achievements across a number of disciplines:

- Brand strategy and management

- Campaign planning and execution 

- Advertising 

- PR & communications

- Digital communication & social media platforms

- Content marketing

- Events

- Project management

Worked at Director / Senior Manager level

An understanding of commercial operations, organisational 

targets, objective, practices and structures

An understanding of the principles and practices of Customer 

Relationship Management 

Financial management and forecasting

Copywriting

Up to date knowledge of IT, technology and social media

Extensive strategic planning

Media relations

Recruiting and managing external agencies

Qualitative and Quantitative research and analysis  

Customer engagement and relationship management 

Retention and recruitment marketing 

Experience in delivering marketing in an academic 

environment

Independent Schools Inspectorate (ISI) and compliance 

Pupil admissions processes

Knowledge of safeguarding issues

Crisis management

Corporate communications

Media training 

Web content management 

PERSONAL QUALITIES A mission-driven individual with a belief and commitment to driving forward Swanbourne House ethos and values

Ability to manage, prioritise and deliver deadlines

A forward thinker and influencer who can drive change and support business objectives

A strategist with the ability to combine creativity and commercial awareness

Strong interpersonal, written and oral communication skills with the ability to deal confidently with a wide range of stakeholders

Attention to detail and ability to actively question and clarify information

Approachable at all times and empathetic to the needs of others

Passion, resilience, integrity, optimism, tenacity and resilience

Strong relationship building skills

Interest/ Extra Curricular 

Activity

A willingness and ability to participate in and lead other school activities and initiatives.

A positive contributor towards school life

OTHER Prepared to undertake domestic and international travel

Clean driving licence



Director of Marketing and Admissions, 
Buckinghamshire

Start Date: January 2020 
(preferred)

Closing Date: 9 December 2019

Interviews: 12 December 2019 Salary: £50,000 - £55,000 
(dependant on experience)

Contract Type: Full time, 52 
weeks

Contract Term: Permanent

Reporting to the Bursar, responsible for Marketing & Communications Officer

How to Apply: 

Submit a completed Application Form for Non-Teaching Staff to 

personnel@swanbourne.org. For any further information, please 

contact personnel@swanbourne.org or visit www.swanbourne.org

Swanbourne House School is committed to safeguarding and promoting the welfare of children and young people and 

expects all staff and volunteers to share this commitment. Safer recruitment practice and pre-employment checks will be 

undertaken before any appointment is confirmed. Appointment is subject to an enhanced Disclosure and Barring Service 

(DBS) check for regulated activity.  The supplied references will be taken up and the School may approach previous employers 

to verify particular experience or qualifications.  The successful candidate will need to complete a medical questionnaire.

mailto:personnel@swanbourne.org
mailto:personnel@swanbourne.org
http://www.swanbourne.org/


Take one bright mind…


