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MOUNT HOUSE SCHOOL 



About Mount House School 

 

Coeducational excellence, where everyone is known, cherished and challenged 

Throughout its life, the school has remained passionate about providing an educational experience 

which ensures our pupils secure the best qualifications, have an understanding of their place in the 

world and know how to make a positive contribution in whatever field they choose to work.  

 

 

 

Mount House School is an Independent Day School for students aged 11-18. At Mount House, every 

individual is valued and each child’s unique talents will be identified and nurtured.  Students leave as 

able, articulate, balanced, caring, and well-rounded individuals with a genuine love of learning, ready 

to take on life’s challenges and opportunities, aware of the needs of others and confident in their 

ability to make a difference.     

Mount House values each pupil as an individual aiming to meet his or her academic, pastoral and 

social needs and co-curricular interests. Our overarching aim is that Mount House is a happy and 

successful School, with excellent outcomes for GCSE and A Level students and an outstanding record 

of students achieving places at top universities.   

The School is equally concerned to foster the wide range of skills that help young pupils grow into 

capable adults with a sense of self-worth.  Mount House supports pupils to strive for academic 

excellence within a clear framework of personalised pastoral care and well-being that brings success 

without stress.  



The Mount House Vision and Values 

 

Our vision is underpinned by values which enable each pupil to ASPIRE to be: 

Adaptable:  prepared for life and future eventualities.  
Supportive:  a community with a strong sense of belonging in a safe, caring, inclusive and happy 

environment in which everyone feels valued.  
Principled:  promoting the importance of being a responsible citizen; developing an awareness 

of, and contributing to, both the local and broader community. 
Inquisitive:  developing a high degree of intellectual curiosity, beyond the   expected levels of 

subject knowledge and high academic achievement, fostering a life-long love of 
learning.  

Resilient:  developing a growth mindset, being capable of taking knocks with a can-do attitude.  
Excellent:  aiming for excellence and to make the best even better 

Mount House Characteristics 

 

1. A SMALL CO-EDUCATIONAL day school  

Class sizes – Mount House is committed to maintaining small class sizes.  

2. Strong ACADEMIC PERFORMANCE  

All the teachers at Mount House are experienced, highly qualified professionals with 

a strong track record of success.  

Mount House has produced excellent, and rapidly improving, public examination 

results in recent years.  

3. A school to MAXIMISE POTENTIAL  

At Mount House every child is motivated, enthused and supported to maximise their 

highest academic potential.  

4. A school that is serious about ART, DRAMA, MUSIC & SPORT  

Art, drama and music promote individuality, personality, self-confidence, self-

discipline and team work.  

5. A school that fosters INDIVIDUALITY AND SELF-CONFIDENCE  

At Mount House we recognise that each student is unique and our aim is to 

encourage and develop this individuality, whilst nurturing any talents and building 

upon them.  

6. A school that prepares pupils for the WORLD OF WORK  

A Mount House education extends beyond the confines of the classroom. Our ‘skills 

for the future’ programme begins as pupils join us in Form 1 and continues until they 

leave us. 

7. A school with OUTSTANDING PASTORAL CARE  

Mount House caters for those of all faiths and none. Its environment fosters mutual 

respect and tolerance. Mount House instils a sense of right and wrong and promotes 

excellent behaviour in all areas of school life.  

  



The Role 

  
Job Title:  Head of Marketing, Admissions and Communications 
 
Reports to:  Headmaster 

The post holder is also a member of the strategic Senior Leadership Team. 
 
Line management: Admissions and Communications Officer 
  
Starting Salary: A competitive remuneration package is available for the right candidate 
 
Hours:   Normal hours are 8.00 am to 5.00 pm, Monday to Friday in both 
   term time and school holidays. However, this is a senior role and 
   the successful candidate will be expected to work the necessary 

hours to fulfil it. There may be occasional requirements for weekend or for 
out of hours attendance, to be agreed in advance 
with the Head. Attendance at all Open Mornings is expected. 

   Flexibility in the working pattern may be considered for the right 
   candidate. 
  
Key Responsibilities: The Head of Marketing, Admissions and Communications will lead the team 

to attract, recruit and maintain maximum student numbers on roll and 
enhance the standing and reputation of the School as an educational 
institution and a significant contributor to the local community. The post 
holder will be a key public face of the School. 

 

Strategy 

 

• Development, management and oversight of the School’s strategic marketing and 
admissions plan in line with the overarching School Development Plan; 

• Development and implementation of the School’s communications and PR strategy by 
raising awareness and differentiation across target markets via effective tactical contact, 
advertising and communication plans; 

• In close collaboration with the Head, develop and implement an effective pupil recruitment 
strategy including the identification of potential new markets and relationships; 

• The development of clear personal and team action plans related to marketing and 
admissions strategic plans and the implementation of effective systems for monitoring and 
evaluating success. 

 

Marketing and Communications 

 

• Consistent implementation of the corporate brand guidelines, providing overall editorial and 
design control across communications and advertising media; 

• Oversight of the prospectus and other school promotional and advertising collateral, both 
print and digital, in close liaison with the Head; 

• Implementation of an effective digital and social media strategy, including the development 
of policies and procedures relating to the School’s digital footprint; 

• Management of the School’s website, with responsibility for its continual evolution, update 
and ongoing accuracy; 

• Undertaking regular market and competitor research and analysis to inform future plans; 



• Development and oversight of the School’s overall admissions related events strategy 
including open days, feeder school events, open evenings, taster events etc. – attending 
these whenever necessary; 

• Oversight of marketing activity across the School, providing guidance where needed; 

• Visits to feeder schools, educational exhibitions and other UK recruitment events, as agreed 
with the Head, as well as involvement in developing suitable links and relationships in the 
local community as a whole; 

• Lead on, or advise upon, policies and procedures relating to internal marketing 
communications with current parents, enhancing cross school understanding and promoting 
a ‘one school’ identity; 

• As the School’s Press Officer, responsible for liaison with the media; 

• Provision and oversight of marketing support to ensure the effective exploitation of 
newsworthy School events; 

• Responsible for the production of internal communications collateral, including newsletters. 

• Management of external agencies 
 

Admissions 

 

• Responsibility for the coordination of admissions processes across the School, working with 
the Head, providing clear direction to the Admissions and Communications Officers to 
ensure that systems are in place to allow timely responses to all admissions enquiries; 

• Delivery of the School’s pupil recruitment targets, recruiting into the School, at all entry 
points, pupils of an appropriate number and calibre, as agreed with the Head; 

• Maintenance and improvement of the efficiency and effectiveness of admissions 
procedures, taking into account the dynamic nature of the School’s key markets and the 
changing strategies of its competitors. 

 

Leadership and Management 

 

• Management and resourcing of the marketing and admissions activities including the setting 
and management of objectives, targets and day-to-day staff activities; 

• The development, refinement and monitoring of all marketing and admissions related 
policies, systems and procedures in liaison with the wider team; 

• Management of marketing and admissions related budgets; 

• Monitoring and reporting of all high-level metrics, revising strategies and tactical plans 
where appropriate; 

• Analysis and forecasting of pupil numbers including the monitoring of pupil recruitment; 

• Provision of information relating to trends in admissions and current or emerging 
recruitment challenges and opportunities to the Head. 

• Networking and relationship building with all key stakeholders: feeder schools, senior 
schools, staff at all levels, the media, current and prospective parents; 

• Keeping abreast of all matters related to education in general and to the independent 
sector, in particular ensuring constant monitoring of relevant guidelines, compliance 
regulations and best practice; 

• Any other tasks that the Head may reasonably assign. 
 
 
  



Person Specification 

  
To fulfil this important role the School requires a creative, well-educated and personable individual 
who has a track record of success in strategic online and offline marketing communications and 
team leadership, possibly in a similar organisation. Experience in educational marketing, or a 
creative marketing agency, may be an advantage but enthusiasm, creativity, tact and a hands-on 
approach to problem solving and getting things done are also fundamental to this role. You will be 
someone who lives and breathes the Mount House brand and will be able to communicate and 
promote the ethos of the School. 
 

Leadership 

 

• A strategic thinker, able to create an integrated strategy, lead and guide change, and build 
and enhance teams. 

• The ability to transfer knowledge and experience into a new setting and consider and 
implement creative solutions. 

• Maintaining the highest professional standards 
 

Communication and interpersonal skills 

 

• Outstanding people skills – a positive team-player with the professionalism, determination 
and personal motivation to inspire others, to achieve exceptional results and to get things 
done. 

• Demonstrable ability to build rapport and communicate persuasively with people of 
different backgrounds. 

• Impressive personal presence and presentation combined with the humility and enthusiasm 
to pitch-in as a team-player. 

• The ability to communicate so that messages are clear, convincing and inspiring, in particular 
utilising excellent spelling and grammar to produce high quality written communications. 

 

Marketing and admissions knowledge 

 

• In depth knowledge, ideally gained through experience of best practice in marketing or 
communications functions. 

• An appreciation of customer relationship management, ideally gained through a school or 
university admissions function. 

• The ability to think creatively and have vision with the talent to devise and deliver successful 
consumer marketing and communication strategies relevant to the education sector. 

 

Engagement 

 

• Empathy with independent education and the desire to relate and extol the ethos of the 
School. 

• Proven brand stewardship experience. 

• A commitment to promoting and safeguarding the welfare of children. 
 
 
 



 

IT and online proficiency 

 

• Competence in standard Microsoft office software (email, word-processing, presentation 
and spreadsheet packages). 

• An understanding of, and an ability to interpret, databases and their use in customer 
relationship management. 

• An understanding of how websites, apps, social media platforms and online resources are 
used as part of effective marketing and communications strategies. 
 

 

Attributes Essential Criteria Desirable Criteria 

Knowledge • In depth understanding and 
appreciation of the principles 
and practices of marketing 

• Working knowledge of market 
research techniques, 
databases/CRM system 

• Principles and practice of 
effective customer 
relationship management 

• Understanding of the 
principles and practices of 
admissions, fundraising 
and alumni relations 

• Working knowledge of 
databases/CRM system 

Skills and Abilities • Strategic planning and 
implementation at senior level 

• Expertise in use of social 
media to influence the choices 
people make 

• Change management 

• Excellent written and verbal 
communication skills 

• Tact and diplomacy 

• Strong team building skills 

• Able to interact well with 
people at all levels 

• Strong leadership skills 

• Budget management and 
effectiveness 

• Competence in IT and 
database skills (including CRM 
systems) 

• Website management 

 

Experience • Management experience of 
leading a marketing or 
customer relationship 
function in a relevant 
environment. 

• Working at senior 
management level 

• Successful management of 
diverse teams 

 

• Experience of marketing 
and admissions in an 
educational context 



Qualifications •  • Educated to degree level 
or equivalent 

• Relevant high level 
professional marketing or 
admissions qualification 

Personal Circumstances • Willing to attend a wide-range 
of School events 

• Willing to play an active part 
in the life of the school 
community 

• Willing to work out of hours as 
and when school functions 
occur 

• Current driving licence 
 

Equality • Candidates must demonstrate 
understanding of, and 
acceptance and commitment 
to, the principles underlying 
equal opportunities  

 

Benefits 

 

Pension: 

 
Subject to meeting the qualifying conditions all Admin Staff are automatically enrolled in our work 
place pension scheme, currently provided by Scottish Widows. Mount House matches the employee 
contribution up to a maximum of 7.5% of your salary. 
 

Holidays: 

 
The post holder will be entitled to twenty five working days plus Bank Holidays 
 

School fee remission: 

 
Staff fee remission is granted in accordance with the provision at the time of commencing 
employment at Mount House School 
 
Private Medical Insurance: 
 
Currently provided by VitalityHealth 
 

Meals: 

 
In term time Staff are provided with lunch in the School Dining Room. 
 

Pre-Employment Vetting Checks: 

 
It is a condition of employment at Mount House School that every applicant who accepts the offer of 
a job will be subject to criminal background checks through the DBS and will be required to provide 
documentary evidence to confirm their identity and right to work in the UK. The checks will be 



carried out at the School’s expense. References will be taken up, including those from previous 
employers. 
 

Safeguarding Children: 

 
The post-holder’s responsibility for promoting and safe-guarding the welfare of children and young 
persons for whom he/she is responsible or with whom he/she comes into contact will be to adhere 
to and ensure compliance with the Safeguarding Policy Statement at all times. If, in the course of 
carrying out the duties of the post the post holder becomes aware of any actual or potential risks to 
the safety or welfare of children in the school he/she must report any concerns to the Head and / or 
DSL.  


