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An Introduction to our School 
 

Clifton High School is a forward-looking school set in beautiful surroundings in the heart of Clifton. We are a  
mid-sized, all-through, independent school of approximately 570 pupils, educating boys and girls from 3-18 years.  
 
‘Realising Individual Brilliance’ is more than just a tagline at Clifton High, it is something we truly believe in and see 
exemplified in many ways, every day at our School. Each child's unique talents and qualities are nurtured and cele-
brated, in ways bespoke to them as an individual.  
 
We have a distinctive approach to education to ensure each stage of a child’s education adapts to their learning 
needs , both academic and personal. As children progress through the school into the Senior School, the Diamond 
Edge Model of Education is adopted in Year 7-9. This is where boys and girls are taught separately in core subjects, 
providing the best of single sex and co-education. Research has shown, and our experience has borne out, that this 
gives our pupils the best environment in which to learn. At the same time our boys and girls benefit from having 
social interaction on a day-to-day basis which is crucial for their personal, social and emotional 
development.  
 
Clifton High School is known for its strong pastoral and family ethos. The safety and wellbeing of each pupil is 
our priority. We are a School that ensures a child’s emotional and personal development is given the same level 
of importance as their academic achievements. Parents comment on the excellent relationships between staff and 
pupils - relaxed but always respectful. The rapport, encouragement and support available to every single child,  pu-
pil and student create an atmosphere where children and young people can develop happily and progress success-
fully. 
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Academic success is extremely important to us at Clifton High School and we have a selective admissions policy. 
Our students receive excellent results, and year on year the majority go on to secure their first choice of university, 
with a good number of Oxbridge candidates too.  
 
There is a firm belief, however, that there is more to school life than just good grades and we put as much  
emphasis on our pupils’ development as on their achievement. Our pupils and young people want to extend  
themselves beyond the classroom to acquire new skills and develop character traits which will equip them for life. 
We support our boys and girls wholeheartedly as they embrace with conviction and enthusiasm the rich  
extra-curricular opportunities available to them. As a school, we believe that the privilege of excellent education 
brings with it responsibility, and we send young people out into the world who are ready to make a real and  
positive contribution to society. 
 
Four ‘Houses’ named after the School’s founders: Percival, Pears, Wollaston and Winkworth, offer  
community structure across all ages. Teaching takes place on one site for the while school with facilities  
including music technology and ICT suites, a dance and theatre studio, a modern fitness suite, product  
design room, modern laboratories, and a dedicated STEM room. 
 
There are bespoke resources for learning and for play, including an environmental pond, eco garden, 
vegetable beds, outdoor classroom, fire-pit and mud kitchen. On-site sports facilities include swimming pool, 
climbing wall and gymnasium, strength and conditioning room, outdoor multi-use games area, a  
fitness suite and a sports science laboratory. At our nearby multi-sports complex, Coombe Dingle (which is 
shared in partnership with the University of Bristol), there are international standard pitches, tracks and courts at 
which games lessons and sports fixtures take place. Modern technologies are embraced through teaching and as a 
forward thinking school, Clifton High is always looking to new and innovative ways to engage children in learning 
and their own personal development. 
 
To find our more about our the different areas of our School, and school life, please browse our website: 
www.cliftonhigh.co.uk  

http://www.cliftonhigh.co.uk
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Clifton High as a Business  
 
Just like any other independent school, Clifton High is a business. Our product is a high-quality, desirable education. 
However, to ensure that we can continue to provide the education and experience that we are so passionate about, 
we must function as a successful business. This is largely down to  fees; securing future pupils and retaining families, 
and maintaining and building on the good reputation we have. As such, all employees are representatives of the 
School and have a have a responsibility to market it. Our parents are our customers and are making big financial and 
emotional investments in our School. As such, the School and all its employees have a vested interest to deliver.  
 
With a flourishing and affluent population, the demand for independent education in Bristol is strong. However, the 
offering from the independent sector is highly competitive, with more independent schools within the city and its 
outskirts than anywhere in the country other than North London.  
 
As a school, we have learnt never to be complacent but to strive to keep competitive and ahead of the game.  
Clifton High School has a unique offering where extra-curricular activities and personal and social development are 
given emphasis alongside academic excellence. Our parents very much value this; indeed, it is an important reason 
why they choose us. Competition to attract pupils is high and as such we seek to appoint and retain staff of the 
highest calibre who act as ambassadors for the School and embrace and reinforce our ethos and values. 
 
Although not an “International School”, Clifton High welcomes international pupils, embracing the cultural and 
social diversity they and their parents bring to our community.  
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Being a Clifton High Employee 

A lifestyle choice 
Working at Clifton High School involves a commitment to the vision, culture and heart of the School; all staff work 
with colleagues to ensure that the School fulfils its aims.  
 
All Employee Expectations 
Clifton High School expects its staff to adhere to and demonstrate the School’s values and required behaviours, 
setting the highest of standards. All employees are expected to understand the vision of the School and how their 
role can contribute to upholding this vision. There are numerous policies to guide and support staff, including a 
Staff Professional Code of Conduct. The new Medium-Term Strategy is being developed under the new Head of 
School who started in September 2020. Exciting work has already begun on introducing iPads and ‘Bring Your Own 
Device’ policies to enhance learning, as well as an overhaul of the Senior School curriculum to ensure Clifton High 
remains unique in the market; traditional, yet forward thinking. In addition, the School is a member of the Society 
of Heads, a partnership which advises on and fosters good codes of practice and high professional standards, and 
provides a supportive network to fellow member independent schools. 
  
In a school of this size, with its own particular set of dynamics, flexibility and adaptability of staff are essential. 
Classes are smaller than most other schools offer, and so there is an expectation for staff to offer support for all 
pupils who require it. Furthermore, whilst focusing priority on excellence in the teaching and learning of our young 
people, as well as their personal development, staff, too, are encouraged to learn new skills and advance their own 
professional growth. The School encourages its young people to acquire skills and its staff must lead by being open 
to new skills and knowledge . 
 
Our pupils are fun, inquisitive, enthusiastic and rewarding, and staff are expected to share and champion our 
passion for bringing out the best in each and every one of them. Classes are small, giving staff the opportunity not 
only to strive to achieve the highest standards within it, but also to make a significant contribution beyond it. All 
staff enrich and strengthen the wider life of the school by undertaking duties and offering and supporting activities 
or clubs. You will be encouraged to self-evaluate through an evolving performance development plan. As role 
models for our young people, you are encouraged to show planned and focused career development.  
 
We very much want every individual to feel part of a community where every member of staff, whether it be 
teaching, support, business, administration or otherwise, is interdependent and shares its common goal and set of 
understandings—that we are an educational institution with the health, safety, well-being and education of our 
young people at its core. Realising Individual Brilliance is not just for the pupils! We must remember, too, that the 
parents are our customers, making emotional and financial investments to send their children to us.  
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The School Ethos and Aims 
 

Our Ethos 

We aim to produce young people with the ability to think independently, who have a strong belief in themselves, 
confidence to pursue their ambitions and the resilience, flexibility and adaptability to succeed whatever life  

presents. 

 

Our Aim 

At Clifton High School, our aims are based around five key areas: 

• Teaching and Learning 

• Standards and Expectations 

• Self-development and Adaptability 

• Communication 

• Business of Education 

 

What do we have to offer you? 

• Committed and supportive staff 

• Motivated children with a desire to learn 

• A drive to change and be better 

• A culture of high ambition and excellent pastoral care throughout the school 

• A history of embedded excellent best practice 

• A creative and inspiring ethos and school values that our children and team carry for life 

• Strategic, committed and supportive leaders 
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Job Description  

JOB TITLE: DIGITAL MARKETING AND ADMISSIONS EXECUTIVE 

DEPARTMENT: COMMUNICATIONS, MARKETING AND ADMISSIONS 

REPORTS TO: HEAD OF SCHOOL 

GENERAL QUALITIES 

This role will sit across the sales arm of our School; Admissions and Marketing. As an independent school we 
predominantly rely on school fees to function as a business, this is largely done through these two departments.  
 
The Admissions Department has ‘a new business’ centric focus, with them being the main point of contact for new 
enquiries into the School. The team essentially take families through from a point of enquiry, the entry process and 
enrolment into the School. They do this by providing the best personal customer service in keeping with our brand, 
always working to increase school numbers.  
 
The Marketing Department work alongside every department within the school to find marketing opportunities 
within day to day school life to increase and promote the reputation, ethos and brand of the school, largely 
through social media platforms, word of mouth and print advertising. They create and deliver advertising 
campaigns and other related incentives targeted at new families, to help drive business and interest into the 
Admissions Department. They also look at providing engaging marketing initiatives and opportunities for existing 
families to help with the retention of school numbers. 
 
On top of the behind the scenes creative and practical work that goes into both departments, within this role, 
there is a large public facing element of the role, that is required, to represent the school at events, delivering and 
showing parents and the wider public the many strengths of the school.  
 
This is a very hands on job with lots of variety and challenges in meeting deadlines around an exciting and full 
calendar of events and projects that enhance Life at Clifton High and the prospect of it for potential new 
customers. 
 
SAFEGUARDING 

All staff at Clifton High will be committed to Safeguarding and promoting the welfare of children and young people 
across this 3-18 School, both in and out of the School. They will also ensure that any volunteers they have engaged 
to work with the children and young people are also committed to Safeguarding and are fully aware of the School’s 
policies and procedures beforehand. 

 

TERMS AND CONDITIONS SPECIFIC TO THE ROLE OF ESTATES AND OPERATIONS DIRECTOR AT CLIFTON HIGH 

SCHOOL  

The hours are 40 hours per week, Monday to Friday, and in the main worked between 8.30am and 5.00pm; 

flexibility on start and finishing times is required. Outside of the School term times, you will be required to 

participate in six CPD (Continuous Professional Development) days which cannot be taken as holiday.  In addition, 

there are 30 days to be worked outside of term time, as agreed with your Line Manager. The role includes 22 days 

paid holiday, plus the additional 8 statutory bank holidays.  

There is a pension scheme for all Business Support Staff and a school fee remission scheme is available. All staff are 

entitled to a two-course daily lunch during term time and to refreshments throughout the School day.   
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MAIN RESPONSIBILITIES 

Admissions 

Work to implement the Admissions Strategy: 

• Support admissions in the production of content and materials required, i.e. prospectus, literature  

• Production of digital material to aid the sales presence and presentation of the School  

• Record and edit video interviews of staff and existing pupils 

• Produce interactive video tours 

• Work with Admissions data analytics through Adwords and information gathered through entry forms, run 

by Registrar, to make informed decisions using: 

• Entry points 

• Numbers  

• Location of applicants  

• Areas in the school that need numbers 

• Review and create digital marketing mailouts to potential parents 

• Assist with day to day administrative tasks including database maintenance, printing, filing etc 

• Manage online second hand uniform shop on the School Website 

 

Marketing 

Working to implement the Marketing Strategy  

• Design and implement artwork and ideas for advertising and promotional campaigns across all platforms, i.e 

facebook, newspapers, billboards etc.  

• Ideation and design work for internal School literature: brochures, flyers, prospectus’ 

• Social media, website and digital content production  

• School Events and Open Day support and presence: 

• Design and creation of supporting content and material, brochures, videos etc.  

• Helping to coordinate and support these events in person 

• Manage and update the School’s website  

• Take responsibility for updating and managing the School database of photographs and how they are used in 

marketing, communications and PR, ensuring School has parental permission where required 

• Photograph School events on a day-to-day basis, coordinate with staff with designated photography 

responsibilities and manage photographers for major School occasions 

• Keep the banners and other signage across the School site updated and relevant, liaising with the site team 

and assuring consistency of branding 

• Source merchandise for events 

• Day to day administrative tasks of the department, archiving 

 

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time. Post 
holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the 
post.  
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PERSON SPECIFICATION FOR DIGITAL MARKETING AND ADMISSIONS 
EXECUTIVE 

Skills and  
abilities 

Essential 
• Excellent working knowledge of the Adobe suite; specifically Photoshop  
• Strong marketing skills with demonstrable experience of digital communications, social 

media and digital advertising 
• Good photography skills 
• Creative skills 
• Excellent interpersonal skills to build successful relationships with a diverse range of 

people, both internally and externally 
• Excellent IT skills 
• Organisational and prioritisation skills with the ability to manage multiple projects 

concurrently 
Desirable 
• Advanced photography skills 

Experience 

Essential 
• Experience of PPC advertising, Google Adwords and Google Display Network 
• Hands-on experience of managing and updating websites and social media channels 
• Planning of advertising schedules and management of advertising budget 
• Experience in producing in-house promotional materials 
Desirable 
• Experience liaising with the press and advertising media  
• Experience in working with the aims and ethos of an independent school or a charitable 

organisation 

Qualifications 
and  

Professional  
Development 

Essential 
• Good degree in marketing, graphic design, business or similar discipline  
Desirable 
• Training in Adobe packages and editing software, iMovie most commonly used 

Personal  
competencies 
and qualities  

• Adaptable to changing circumstances and new ideas  
• People focused and approachable, confident with working at public events 
• Tact, discretion and sensitivity  
• Pragmatic , flexible and resilient  
• Creative approach to complex problem solving with cognitive flexibility 
• High level of emotional intelligence  
• Proven ability to work within a team  
• High attention to detail and presentation 

Attitudes and 
Outlook  

• Hands on, approaching tasks with energy and vision  
• Appreciation that this is a service industry. We are an independent school in a highly 

competitive market for fee paying pupils  
• Ability to work under pressure and a capacity for hard work  
• Ability to appreciate the needs of the whole School  
• Positive and proactive approach to change and a commitment to continuous improvement  

All of the aspects listed above will be assessed based on your application form, and at 
interview  
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Thank you for showing interest in the role of  

Digital Marketing and Admissions 
Executive 

We hope to receive an application from you soon 

 


