
 
 

Director of External Relations 
 
 
The School 

Rishworth is a thriving, independent, co-educational, boarding and day school. With its own Preparatory School, 

Heathfield, it offers a continuous education for children from age 3 to 19. The School is characterised by the 

warmth of its welcome, a sense of purpose and focus on the happiness and success of each individual. 

Rishworth’s magnificent buildings, extensive grounds and superb Pennine location chart a 300 year heritage. 

 

The School motto: Res non Verba (Deeds not Words) exemplifies our no-nonsense approach to decision making 

and actions, which are designed to deepen our understanding and appreciation of the world around us and 

benefit our community. The foundation provides all members of our community with a physical environment 

which is conducive both to the clarity of mind required for academic study and to pursuits which provide for a 

full and balanced development of personal character. At Rishworth, students develop:  

 

 a life-long love of learning, curiosity and discovery;  

 a sense of responsibility, purpose and ambition;  

 a capacity for both self-reliance and co-operation; and  

 an appreciation of personal virtues and spiritual values, such as honesty, dependability, perseverance, 

commitment, humility and respect for others.  

 

Students relish their time at Rishworth, forging lasting friendships and enjoying excellent relations with their 

mentors. When the time comes for them to leave the School, our students do so as excellent decision makers 

with the confidence to enter a changing world and the challenges it places before them. 

  

The Appointment 

With a growing school roll (currently 430) and looking towards the School’s 300th anniversary in 2024-25, the 

School is restructuring responsibilities of senior staff. There is a recognised need for a specialist in the fields of 

admissions, marketing and communications. The DoER will: 

 

 assist the Head in implementing strategies to recruit and retain students, promote the School and deliver 

an outstanding experience for the whole community through events and celebrations 

 deliver presentations to the Board of Governors’ Development Committee; and 

 be expected to work such hours as is necessary to discharge his/her duties, whether within or beyond 

normal School hours. 

 

Start Date: 01 September 2020 (or as soon as possible thereafter) 

Salary: 50,000 GBP plus up to 5,000 GBP bonus 

Line Manager: Head 

 

The External Relations Department 

The department consists of the Director of External Relations (DoER) and the Head of Admissions (HoA). 
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Director of External Relations: Overview of the Role 

Under the direction and line management of the Head, the DoER will have oversight of admissions and 

marketing activities and be part of the Senior Leadership Team (SLT); areas of delegated responsibility will be: 

 

 Admissions & Student Recruitment (international, national and local) 

 Marketing (development of strategies in-line with the School’s strategic plan) 

 Advertising & Branding 

 Website & Digital Media 

 Communications (external and internal) & Publications 

 Rishworth Foundation & AMCIS 

 Feeder & Partner School Liaison 

 Events & Alumni Relations 

 
The DoER will act as the School’s (temporary) Tier 4 Authorising Officer. The role is full time and permanent; 
flexible working hours and a desire to travel will be essential. 
 
Primary Responsibilities 

The School is seeking to appoint a first class professional to the role of Director of External Relations (DoER) and 

his/her primary responsibilities will be to: 

 

 create and implement a comprehensive marketing plan for the school 

 manage communication with all stakeholders both internally and externally 

 recruit students to the School at all levels, meeting targets set each year 

 nurture relationships with agents, parents & guardians, ensuring growth in student recruitment 

 develop robust systems to monitor and control marketing, communications and recruitment processes 

 expand and enhance the School’s profile internationally and within the UK  

 focus on improving the School’s quality and diversity of applicants 

 market new courses and manage our relationships with other School’s with joint CAS arrangements 

 develop and oversee on-going social media campaigns in the UK and overseas 

 establish the Rishworth Foundation through opportunities for all alumni and friends of the School to meet, 

network, offer mutual support and promote the School  

 

The Candidate 

This is an exciting opportunity for a gifted and motivated individual who wishes to lead and grow a department 

of talented professionals. The ideal candidate will: 

 

 be in tune with the School’s aims and ethos 

 understand and support the School’s traditions and Christian foundation 

 support the benefits of an international, all-round, co-education 

 have expertise in  strategic marketing, communications, customer care and people leadership 

 have experience of international travel, agent liaison and student recruitment 

 have experience working in the world of independent (boarding and day) education 

 be well organised and comfortable with managing and improving systems and processes 

 be confident to approach individuals and organisations for support and patronage 

 be a highly credible ambassador for the School 

 be able to work effectively with young and old, bringing about change with vigour, good humour and tact 

 be able to apply sound principles, taking into consideration audience and market dynamics 

 be able to motivate, guide and train all who contribute to the marketing function of the school 
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Strategy Delivery 

After consultation with the Head, Governors and other key staff, the DoER will take responsibility for delivering 

strategies designed to meet the needs and aims of the School so as to deliver in all areas of his/her responsibility. 

Based on appropriate research, these plans will set out the targets, priorities, timetable and resourcing of the 

activities. The DoER will also manage budgets associated with these activities and report regularly on progress 

to the Head and Bursar. The DoER will have responsibility to: 

 

Admissions 

 ensure systems and procedures in support of Admissions are effective and follow best practice 

 ensure that all leads are followed up and regular reports are available for the Head 

 oversee the accurate and full use of an Admissions Tracker and software, which is maintained by the Head 

of Admissions (HoA) and reviewed by the Head at a formal weekly meeting 

 work tirelessly to move prospective students efficiently from enquiry to admission to the School 

 establish a continuous and evolving relationship which results in families registering children with us 

 ensure a continuous period of care for families, guardians and agents 

 oversee current and future agents  

 create connections with new agents and markets 

 ensure that (as the temporary Tier 4 Authorising Officer) the School’s Tier 4 sponsorship status is active, 

renewed on schedule and all documentation and checks are authorised and recorded for inspection 

 

Student Recruitment 

 manage a strategy to identify and recruit the best candidates from a wide variety of countries to take up 

places at Rishworth 

 work with agents, the British Council and contacts to ensure fair and rigorous assessment and recruitment 

of suitable students into the Rishworth community 

 travel internationally to attend fairs, meet parents and agents, lead seminars and distribute documents 

 interview and assess students, providing data and recommendations to the Head 

 arrange and manage international trips for the Head and other key staff, as appropriate 

 set up scholarship competitions to attract and recruit the very best students to Rishworth 

 ensure that full entry requirements are made very clear and that full information on candidates is passed 

to the HoA, making use of language specialists where necessary 

 liaise with partner schools in other territories to attract student applications 

 manage the work and productivity of the HoA 

 

Marketing 

 create and implement a marketing plan based upon the School’s strategic goals 

 define segmentation, targeting and positioning 

 refine the School’s value proposition and unique selling points 

 optimise the marketing funnel 

 map and refine the student recruitment process 

 conduct regular competitor analysis 

 identify prospective parents and agents from a wide range of communities and countries 

 persuade them to consider Rishworth for their students 

 oversee the organisation of Open Days 

 help to recruit the targeted number of entrants at all key stages and on all courses 

 contribute to ensuring retention targets are met, working with Senior Tutors and other key staff 

 plan and implement a programme of communication with all stakeholders 

 establish a means of on-going dialogue with stakeholders to monitor feedback and test ideas  
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Advertising & Branding 

 manage the School’s advertising campaigns, making recommendations on strategy  

 ensure that a clear strategic message is delivered through each advert 

 ensure that value for money is obtained 

 develop and implement an internal marketing programme, ensuring that all members of the community 

are aware of their marketing responsibilities and have clear messaging and resources to share 

 be meticulous in ensuring all members of the school community stick to the School’s brand and image 

 manage and guard the brand, ensuring that it remains consistent with the School’s aims and ethos  

 

Website and Digital Media 

 work with the HoA and IT Manager to ensure that the website (the new Finalsite-designed website is being 

launched Summer 2020), and where appropriate for admissions and marketing purposes, the intranet 

(staff) and portals (parents and students), are regularly maintained and updated and pertinent to 

audiences;  

 develop and manage a strategy for the use of digital media for the benefit of the School, including a 

presence on-line through forums, Facebook, LinkedIn, Twitter etc. 

 

AMCIS 

 be willing to become an active member, steering & promoting the work of the School by liaising with peers 

 be actively engaged in admissions and marketing research and knowledge growth through personal 

training and contributing to the development of others 

 

Communications & Publications 

 maintain excellent links with the media 

 obtain editorial and advertising at key points in the year or educational news cycle 

 develop close relationships with Editors and other key media personnel  

 maintain a stream of newsworthy items showcasing the breadth of the School’s successes and activities  

 develop a local and national profile for the School in support of the School’s marketing objectives  

 keep abreast of general and national press to ensure the School is aware of current issues 

 write (or edit) appropriate articles to further the credible reputation of the School 

 obtain feedback from agents and parents and seek ways to improve communications with stakeholders 

 run a regular Marketing Forum, with a focus topic each time, for interested students and staff 

 manage publications and make recommendations for any additional or alternative publications 

 manage production of Rishworth publications, including prospectus, course guides, handbooks etc. 

 oversee the development, writing and editing of the School’s newsletters, magazines and periodicals, 

supporting those who will write and edit content, including for the Rishworthian magazine 

 take responsibility for the design and publication of events flyers and posters 

The Rishworth Foundation 

 be a part of the development of the Rishworth Foundation in support of the School through social 

interaction and ‘friend-raising’ to build a platform for future fundraising activities and special celebrations 

relating to the School’s 300th anniversary, and beyond 

 

Feeder and Partner School Liaison 

 develop relationships with existing feeder schools through a programme of visits and activities  

 establish relationships with new feeder schools through visits, activities and communications 

 establish and manage an efficient feedback system to feeder schools on successes of current students 

 manage links with partner schools, establishing and maintaining joint CAS arrangements 
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Events & Alumni Relations 

 oversee, with the Head, a new direction for events and alumni relations 

 maintain optimum contact with the parents of current students of the School 

 establish an Alumni relationship with students and parents when a student is in their final year 

 ensure the School maintains links with former members of staff, students and parents 

 provide opportunities for former students, parents and staff to stay in touch and visit the School 

 nurture links with OR groups overseas (e.g. HKG), arranging events and regular communications 

 work with the ORs / PTA to develop a programme of friend-raising and fund-raising events 

 oversee the arrangements for feeder school events, e.g. Sports Tournaments, Science Investigation Days, 

Performing Arts events, ‘Rishworth Experience’ days 

 set up, in partnership with the PTA / Old Rishworthians, drinks parties and networking events for Alumni, 

friends and their guests 

 help the School’s contacts set up, run and finance events for the benefit of the School 

 

Skills and Qualities of Candidates 

The following have been identified as the qualities and key skills required for the post: 

 

1. Engagement – a full understanding and belief in, the aims and ethos of independent boarding and day 

education, gained through extensive experience and engagement 

2. Leadership – the vision, energy and ability to motivate and lead others in an educational environment  

3. Astuteness – the ability to build and sustain relationships with diverse individuals at different levels 

4. Commercial awareness – the ability to understand, explain and improve the commercial position of the 

School within the context of the independent education market sector 

5. Results orientation – the desire to achieve challenging goals and implement beneficial change 

6. Organisational skills – the ability to work systematically and to use and develop appropriate systems 

ensuring critical processes are followed and documented 

7. Knowledge – in depth, gained through experience, of best practice in marketing together with proven 

ability to establish and implement a sound marketing strategy 

8. Alumni relations – knowledge of friend-raising techniques and managing alumni relations 

9. Interpersonal skills – demonstrable ability to build rapport and communicate persuasively with people of 

different backgrounds and major influencers 

10. Communication – the ability to write and deliver messages that are clear, convincing and inspiring; an 

appreciation of how to use different media to best effect with different audiences 

11. Intelligence – the ability to take a strategic view; fluency in presenting and defending a case, with clarity of 

analysis, expression and reasoned argument 

12. Creativity – the ability to adapt to new situations and address problems from new perspectives 

13. Reliability – attention to detail, deadlines and budgets; persistence in following through projects  

14. IT awareness – competence in standard office software (word-processing, presentation and spreadsheet 

packages); an understanding of databases and their use in relationship management 
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The following table has been constructed to help candidates assess their own suitability and to assist with our 

assessment of candidates: 

 

Attributes  Essential Criteria  Desirable Criteria  

Knowledge  Understanding and experience of 

International Student recruitment to the UK 

from around the world; 

Knowledge of strategic marketing and the 

creation and implementation of marketing 

plans; 

Understanding and experience of the 

principles of schools’ marketing in today’s 

marketplace; 

Appreciation of the principles and practices 

of fund-raising and alumni relations; 

Working knowledge of databases/CRM 

systems;  

Working knowledge of market research 

techniques 

Knowledge of international schools both in the 

UK and oversees; 

Familiarity with iSAMS, Open Apply and 

Finalsite software 

 

 

Skills & abilities  Leadership within a team; 

Implementation of strategic plans and 

creation of development plans; 

Excellent written and verbal communication 

skills; 

Interact well with people at all levels; 

Establish a strong and cohesive team; 

Strong organisational skills; 

Significant budget management; 

Competence in IT and database skills; 

Digital and social media strategy 

Media management; 

PR experience; 

Website management; 

Success working with and managing volunteers 

and major influencers  

 

Experience  Full understanding of the life and ethos of a 

quality boarding school gained through 

significant experience; 

Working at management level; 

Management of a marketing function; 

International travel, cultural awareness; 

Management and administration of the UKVI 

SMS 

Experience of fund-raising and alumni 

relations;  

Successful management of diverse teams 

Qualifications  Significant relevant experience in such a role 

with the primary focus on student 

recruitment and retention  

Recognised marketing and/or admissions 

qualification e.g. CIM 

Personal 

circumstances  

Willing to attend Open Days and other events on behalf of the School both internationally, 

nationally and locally; 

Willing to undertake significant international travel and visits  

Equality  Candidates must demonstrate understanding of and acceptance and commitment to the 

principles underlying equal opportunities  

Customer Care  Understanding of effective customer care and management  

 
 

Appointment Process 

All applicants must complete the School’s official application form (electronically or by hand), providing a full 

career history. This should be accompanied by a letter of application addressed to the Head. Names and contact 

details for two professional referees, including their most recent employer, must be provided by all external 
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applicants. Requests for further information, the opportunity to speak with the Head in advance of making an 

application and to submit an application should be sent to: admin@rishworth-school.co.uk. 

 

 The closing date for applications to reach the School is Wednesday 22 July, by 09:00. 

 Interviews are expected to take place as soon as possible after that date. 

 Full details of the interview(s) will be provided for short-listed candidates. 

 Interviews may be conducted by Zoom rather than in person. 

 An appointment will be announced as soon as possible after the interviews are completed. 

 The start date will be 01 September 2020, or as soon as possible thereafter, subject to enhanced DBS and 

other relevant statutory checks and the notice period of the successful candidate. 

 

Terms and Conditions of Employment 

The following particulars do not form any part of an offer of employment. Terms and conditions, which will 

incorporate the Staff Handbook, will be documented in due course. 

 

 The appointee will receive a gross salary following the School’s own pay structure, dependent upon 

experience in the region of 50,000 GBP, with an additional bonus up to 5,000 GBP for delivery of targets. 

 Salary will be paid in monthly installments in arrears from the agreed date of appointment and is inclusive 

of holiday pay; no over-time is paid and days off in lieu of work are not applicable. 

 The appointee will be expected to participate in an annual appraisal and complete appraisal of other staff. 

 The appointee will join the School’s own staff pension scheme, unless they specifically request not to. 

 Children of the appointee may attend Rishworth, having passed the selection assessment, with the fee 

remission in operation at the time. 

 Meals will be provided during full term during the hours of work. 

 Accommodation is not provided. 

 This is a full time role and the nature of this appointment will require the appointee to be flexible with the 

hours of work, by arrangement with the Head, to reflect the diverse nature of the role and significant 

international travel and weekend work. 

 The appointee shall be able to take 30 days’ holiday (plus National and Bank Holidays) in any one year (April 

to March). These should be arranged around the work of the External Relations Department and agreed in 

advance with the Head. They cannot be carried forward to subsequent years except in exceptional 

circumstances and only then with the Head’s approval. 

 The appointee may be required to do other reasonable duties as required by the Head from time to time. 

 The appointee is required to give the School three months’ notice of his/her intention to leave this post 

within the first two years of employment. After this time the notice period will be six months. 

 All employees of Rishworth School are responsible for promoting and safeguarding the welfare of children 

and young persons and must adhere to and ensure compliance with the School’s Child Protection Policy. If 

in the course of carrying out the duties of this post, the post-holder becomes aware of any actual or 

potential risks to the safety or welfare of children in the School, this must be reported to the Designated 

Safeguarding Lead or his/her Deputy. Candidates must be willing to undergo child protection screening 

appropriate to the post, including checks with past employers and the Criminal Records Bureau, in 

accordance with the Children Act 1989. 

 
 
 
 
 
 
 
 

mailto:admin@rishworth-school.co.uk
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                Job Application Form 
 

Please complete every section (any marked with * are optional) of this form in black ink, indicating ‘N/A’ 

where any section is not applicable. 
Post Applied for:  

         

Personal Details 
Surname / Family Name       Preferred 

Title: 
      Previous 

Surname: 
      

First 

Names: 
      *Date of   

  Birth: 
      

Contact 

Address: 
      

DfE. No.: 

      

NQT Yes / No 

 

Home Tel: 

 

Mobile:      QTS Yes / No 

National Insurance No: 

      

Nationality:       Work Tel: 

      * Religion:       

Email Address:       

      

         

Education and Training Original documentation of qualifications will be required prior to an 

appointment 

(A) Training as a Teacher 

Name of Teacher Training Institution:       

From: To: Qualification Obtained 

Month Year Month Year       

                        

Subjects, Main & 

Subsidiary 
      

Age Range of  
Pupils  / Key Stage: 

      
 

Other Special Interests:       

         

(B) University, College, etc. (other than initial teacher training).   Give details and state whether full-time or part-time courses 

Name Of Institution: Course Studied and Qualification 
Achieved 

From: To: FT/P

T Month Year Month Year 
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(C) Secondary Education 

Name of School(s) (give details) From: To: 

Month Year Month Year 

                              

                              

                              

 

 

 

School Qualifications 

Subjects: 

Qualification and Grade 

Attained: 'O' Level, GCSE 

or equivalent (Please state 

which) 

Qualification and Grade 

Attained:  
A Level etc. (Please state 

which) 

Date Attained:  

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

                        
 

 

Continue on a separate sheet if necessary. Please write your full name on additional sheets. 
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Career History 

In the columns below, please give details of ALL full- and part-time work as well as particulars of ALL paid or unpaid 

employment or experience after finishing school as a pupil, e.g. commercial experience, raising family, youth work, and 

voluntary work. Please complete the columns starting from the present date. Please leave NO gaps. If you choose to submit your 

own c.v. in addition, please indicate this here:  

Own c.v. included in addition:                                                   Yes / No 

         

From:   

         
To:        

   

Employer, address. School name & 

address, type of business or activity 

School 

Type e.g. 

Academy, 

Local 

Authority, 

Free 

School, 

Independe

nt 

Age 

Range 

Approx 

School 

Roll 

Salary Scale - 
include 

Responsibility 

Points / 

Allowances 

Full-

Time / 

Part-

Time 

% 

Reason for 

Leaving 

Month / 

Year 

Month / 

Year 

      
 

                                

 

 

 

      

      
 

                                

 

 

 

      

      
 

                                

 

 

 

      

      
 

                                

 

 

 

      

      
 

                                

 

 

 

      

      
 

                                     

 

 

 

      

      
 

                                     

 

 

 

      

      
 

                                     

 

 

 

      

      
 

                                     

 

 

 

      

        

 

 

 

 

 

Continue on a separate sheet if necessary. Please write your full name on additional sheets. 
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In-Service Training & Development 
Please give details of relevant courses and training undertaken in last five years 

Dates and Duration 
Title of Course / Training 

incl. Home Study and 

Distance Learning 

Name of Provider e.g. LEA, 

College etc. 
Qualification 

Obtained (if any) 

      
 

                  

      
 

                  

      
 

                  

      
 

                  

 

 

   

 

 

   

 

 

   

      

 
                  

      

 
                  

      

 
                  

      

 
                  

      

 
                  

      

 
                  

      

 
                  

      

 
                  

 

 

   

 

 

   

 

 

   

Applicant Statement 
Below, or preferably in a formal, hand-written letter of application, please explain how your experience and skills are relevant to 

this post and how your personal qualities, abilities and knowledge match those required for the appointment. Please remember to 

consider experience in previous employment and any relevant experience outside paid work, such as that gained at home, in the 

community or through voluntary / leisure / college activities. Give examples, where you can, in support of your application, and 

tell us if you have special requirements for attending the selection process, e.g. wheelchair access.  If you do choose to submit a 

hand-written letter, kindly write in this space "Please see hand-written letter attached". 
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Continue on a separate sheet if necessary. Please write your full name on additional sheets. 
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References 
Please give the names and addresses of two referees who can be consulted regarding your professional ability and general 

suitability for this post. One of the referees must be your present or most recent employer. Students should include their college 

Principal. References from relatives or from people writing solely as friends are not acceptable. References will be taken up 

before an offer of employment is made and will be automatically requested before interview, unless you indicate clearly that you 

would like the School to inform you before contact with your referees is made. The School may refer to any previous employer. 

1.  

 

 

Name:       

Address: 

 

 

 

 

Tel No.:       

Email Address:  

2. Name:       

Address: 

 

 

 

 

Tel No.:       

Email Address:  

         

Disclosure of Relationship 
Are you related by marriage, blood, business, as a co-habitee in School accommodation or in any other close way to any member 

of the School's Governing Body or current staff?    
 

      Yes      No              If YES, please state the name, relationship and position held: 
 
 

 

 

 

         

Consent 
"I hereby give my consent for Rishworth School to process and retain on file information (including ethnic & health data) 

contained on this form and in accompanying documents. This is required for recruitment and selection purposes. All 

information will be dealt with in accordance with data protection legislation". 

 
         

Declaration 
I declare that information I have given in support of my application is, to the best of my knowledge and belief, true and 

complete. I understand that if it is subsequently discovered that any statement is false or misleading, or that I have 

withheld relevant information, this may lead to disqualification or, if I have been appointed, I may be dismissed.  

  

 

 
Signature:                                                                                                                       Date: 
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Protection of Children 

Disclosure of criminal background is required of those with substantial access to children. 

Have you ever received a caution or been convicted of a criminal offence?                                                        Yes No     
 
Answering YES does not necessarily bar you from appointment. if YES, you are required to give details as this post, for which 

you are applying, is exempt from the provisions of Section 4(2) of the rehabilitation of Offenders Act 1974 by virtue of the 

Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) order 1986. A subsequent offer of appointment will be 

dependent upon the completion of satisfactory police and DBS checks. 

 

Criminal Convictions or Cautions 
Date: Offence: Sentence: 

      
 

 

            

 

Superannuation Scheme 
 

Do you contribute to the Teachers’ Superannuation Scheme?                                                                  Yes     No   
If you contribute to another scheme, please give details.  

  

Have you elected to pay Superannuation contributions for part-time teaching?                                   Yes     No    
 

Special Circumstances  
 

Are there any special circumstances for which the School would need to consider making reasonable adjustments in order to 

support you at interview, should you be called for interview, or, subsequently, in the full discharge of your duties, should you be 

appointed? 

      Yes      No             If ‘Yes’, please detail below: 
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Vetting Checks – Rishworth Office Use only: 

Check: By: Date: Check: By: Date: 

ID   Right to Work   

Date of Birth   Qualifications   

References   Employment History - 
Gaps in CV (if any, 
explanation and 
evidence) 

  

Health 
Questionnaire/Disqual 
regs 

  Worked abroad (which 
countries, please 
state) 
 
 
 
 
 

  

Safeguarding/Prevent 
questions at interview 

     

 

Rishworth School is committed to safeguarding and promoting the welfare of children and 

applicants must be willing to undergo child protection screening appropriate to the post, 

including checks with past employers and the Disclosure and Barring Service (DBS). In 

accordance with the School Health Regulations and with due account taken of the Equality Act 

2010, the School will ensure “that the applicant has the health and physical capacity” [ISI 

Regulatory Requirements] to do the job. Any offer of employment will be subject to a 

satisfactory DBS check being presented by the candidate to the School within 28 days of the 

check being requested. If this requirement is not met, the School reserves the right to withdraw 

the offer of employment. 

GDPR 

In line with recent GPDR changes, you are giving consent for your personal data to be stored 
and used in accordance with our ‘privacy statement’ that can be found at www.rishworth-
school.co.uk.   
 

http://www.rishworth-school.co.uk/
http://www.rishworth-school.co.uk/

