
 

Reed’s School incorporating Ripley Court School 

Job Description 

MARKETING AND COMMUNICATIONS OFFICER 

Reed’s 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 Role: 

To manage all aspects of the School’s marketing, branding, 

design, advertising and communications. To contribute to 

the strategy for the internal and external marketing of the 

School in conjunction with the Headmistress.  This will 

include some regular daily and weekly tasks as well as 

stand-alone projects to strengthen the online and offline 

brand and reputation of the School. 

This is a full time, year-round role working 37.5 hours per 

week. There will also be a requirement to work on some 

weekends in order to attend open mornings for prospective 

parents.  The postholder will be entitled to 5 weeks’ annual 

leave plus bank holidays. 

 

Main Duties and  

Responsibilities (this is 

not an exhaustive list but 

indicates the range of 

duties and 

responsibilities): 

 To write and produce relevant marketing material from 
adverts to posters to press releases. 

 To organise events, including working closely with the 
School Office Manager to organise Open 
Morning/Afternoon/Evening events. 

 To keep abreast of school life so that achievements are 
promoted appropriately. 

 To be responsible for developing dynamic, relevant and 
accurate content for use on the school website, social 
media channels and inclusion in regular newsletters. 

 To take an active role in consolidating and developing 
the School’s social media and on-line presence. 

 To update the website, keeping the content relevant. 

 To produce adverts for the School in line with the stated 
branding, for Open Days, school events etc. 

 To produce and/or process external communications 
which includes formatting, proof-checking and applying 
house style to parental communications. 

 To undertake stand-alone projects, such as a critical 
holistic overview of the School’s current marketing and 
branding profile in the context of other schools and 
institutions. 

 To co-ordinate the photography of school events and the 
school community, including annual student and staff 
photographs. 



 

 To oversee the quality of all internal displays and ensure 
the aesthetic of the School matches the external 
rhetoric. 

 To design, or oversee the design of, internal promotional 
material, such as posters for events, programmes, 
tickets etc. 

 To compile and produce the school calendar. 

 To manage the School’s brand. 

 To provide marketing and communications support as 
required for the Headmistress or other marketing staff or 
consultants. 

 To support colleagues in planning for events ensuring 
that the best possible image is presented to parents and 
members of the public. 

 To work closely with the School Office Manager so that 
marketing is targeted appropriately and communications 
are effective. 

Other 

 To provide cover for the reception desk during holiday 
periods and from time to time in term time on an ad hoc 
basis. 

 Participate positively in the life of the School. 

 Promote and safeguard the welfare of children and 
young persons with whom you come into contact.  

 Positively engage with the School’s policies and 
procedures. 

 Carry out other reasonable duties as required by the 
Headmistress and commensurate with the role. 

 This job description should be seen as enabling rather 
than restrictive and is subject to regular review. 

 

 

  



 

Reed’s School incorporating Ripley Court School 
Person Specification 

MARKETING AND COMMUNICATIONS OFFICER 

Reed’s School is committed to safeguarding and promoting the welfare of children 

and young people and expects all staff and volunteers to share this commitment. 

 Essential Desirable 

Qualifications  To be educated to degree 
level and/or possess a 
marketing qualification. 

 

 
 

 

Knowledge, 
Skills and 

Experience 

 Experience of successful 
marketing. 

 To have experience of 
marketing, social media 
and advertising either in 
education or in business. 

 Excellent IT skills. 

 Excellent communication 
skills, both verbal and 
written.  

 High level customer service 
skills. 

 Meticulous attention to 
detail.  

 Good knowledge of 
websites and social media. 

 Ability to prioritise and 
organise work effectively. 

 

 Previous experience of working 
in a similar role. 

 An awareness and 
understanding of design 
packages or software (such as 
InDesign). 

Personal 
Competencies 
and Qualities 

 Ability to build and maintain 
relationships. 

 Ability to maintain 
confidentiality.  

 Ability to work under 
pressure.  

 Ability to think strategically. 

 Ability to manage multiple 
projects simultaneously. 

 Positive and confident can-
do attitude combined with 
an adaptable and flexible 
approach. 

 Willingness to roll up 
sleeves and deal with the 
minutiae when required. 

 

 

 


