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Welcome to THE 
Princethorpe FOUNDATION 
Thank you for your interest in the Princethorpe 
Foundation and, in particular, in the role of Marketing and 
Communications Executive. We are delighted that you are 
considering the Foundation and we hope that you will wish 
to apply for this position once you have found out more 
about us.

The Princethorpe Foundation is an incredibly exciting 
place to work. We pride ourselves on being a warm, kind 
and caring organisation, as well as being disciplined and 
aspirational.

We cater for a wide range of children from a variety of 
backgrounds and have an outstanding record of academic 
success by getting the very best from our pupils.

Our schools have amazing histories, beautiful buildings and 
grounds and are made up of people who are incredibly 
friendly, bright and energetic.

We aim to treat every pupil as an individual, supporting 
them to grow into mature, resilient, well-rounded and “world-
ready” young people with a strong set of moral values to 
guide them through adult life.

We have two rules for pupils and staff: 
“Be kind and always give your very best” 

Ed Hester
Senior Foundation Head

“Ours is a spirit of family and a spirit of friendship formed 
by kindness and understanding, by compromise and mutual 
forgiveness, by gentleness, humility and simplicity, by 
hospitality and a sense of humour.”
Jules Chevalier, Missionaries of the Sacred Heart (founders of Princethorpe College)
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About The Princethorpe 
Foundation 
The Princethorpe Foundation welcomes children of all faiths 
and backgrounds and provides co-educational, independent 
day schooling with a strong Christian ethos. We support 
and nurture some 1,300 children from age two to eighteen 
years, through Little Crackers Nursery, Crackley Hall School, 
Crescent School and Princethorpe College.

Princethorpe College 
Founded by the Missionaries of the Sacred Heart in 1966, 
Princethorpe College is a Catholic, co-educational, HMC 
independent day school for around 920 pupils aged eleven 
to eighteen, with around 200 students in the Sixth Form. 

The College is renowned for its ‘spirit of family’ and the way 
in which it looks after its pupils and its staff. About one-
quarter of the children at Princethorpe are Catholic and 
Christ’s teaching in the Gospels on love, service, forgiveness 
and generosity of spirit is central to the school’s character 
and approach to learning. The atmosphere is warm, open 
and friendly. We combine academic rigour and hard work 
with a caring and holistic approach to education. 

Crackley Hall School
Crackley Hall (IAPS and ISA) and Little Crackers is a high 
achieving, thriving and happy Catholic school and nursery of 
around 300 pupils aged 2 to 11 years, situated in Kenilworth.

Originally founded in 1862 by the Sisters of Mercy and 
known as St Joseph’s Convent School, Crackley Hall is 
located in an attractive former country residence, built for 
John Siddeley, Lord Kenilworth, on the edge of the town. 

St Joseph’s merged with Princethorpe College in 2001 to 
become The Warwickshire Independent Schools Foundation, 
now The Princethorpe Foundation. The older girls moved to 
Princethorpe and the junior school and nursery became co-
educational.

Crescent School 
The Crescent School (IAPS and ISA) is an independent 
preparatory co-educational day school for around 160 pupils 
aged 4 to 11 years. 

Originally founded in 1948 (having informally started in 
1946) as a school for the children of Rugby School masters, 
it was housed in Rugby School buildings. Having opened 
its doors to children living in Rugby and the surrounding 
district, it outgrew its premises and, in 1988, purchased a 
purpose built school in Bilton, a leafy, residential suburb 
approximately 2 miles south of Rugby town centre. 

In September 2016, the Crescent School merged with the 
Princethorpe Foundation.  
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The Assistant Head – Marketing, Admissions and 
Communications, Melanie Butler, has the following 
principal responsibilities:

+ 
Strategic marketing and communications of the 
Foundation

+ 
Admissions processes for the Foundation (which are 
managed on a day-to-day basis by The Registrar at 
Princethorpe, Admissions Secretary at Crackley Hall 
School and the Registrar at Crescent School

+ 
Strategic activity in support of the Old Princethorpians, 
the College’s alumni association

She is a marketing and communications professional, 
who has worked for the Foundation for fourteen years. 
She is based at Princethorpe College and is a member of 
the Foundation Executive Committee, which is the board 
charged with the day-to-day running of the Foundation, 
and of which the Headmaster of Princethorpe College is 
Chief Executive. 

The Assistant Head – Marketing, Admissions and 
Communications has line management responsibilities for 
the following personnel:

+ 
The Marketing and Communications Executive

+ 
Foundation Press and PR Officer

+ 
The Marketing and Communications Prefect

+ 
The Registrar

+ 
The Assistant Registrar

+ 
The Admissions Administrator

The team meets formally on a fortnightly basis and works 
extremely closely together across a host of co-ordinated 
and highly targeted activity. At key times, such as Open 
Events and Entrance Examinations the whole team pulls 
together to ensure success.

We are looking at the possibility of taking on a Marketing 
Apprentice in the near future, to support the team.

Half termly meetings take place with the Senior 
Leadership Teams at the Junior Schools and Nursery to 
allow for co-ordination of activity.

The Marketing, Admissions  
and Communications Team

Melanie Butler 
Assistant Head (Marketing  
and Admissions) 

Helen Stephenson 
Press and PR Officer

Catherine Rogers 
Admissions 
Administrator 

Vanessa Rooney 
Registrar

Helen Morgan 
Assistant Registrar 5



The role and the person
We are looking to recruit a creative, hard-working, 
team-player, with fluent written and excellent people 
skills, to become a key player in our marketing and 
communications operations. This is an exciting 
opportunity to be part of a successful, energetic, forward-
thinking team which plays a leading role in the success of 
the Foundation.

The post holder will support and work closely with 
the Assistant Head (Marketing, Admissions and 
Communications) to ensure all activity underpins 
our Schools’ marketing strategies and objectives, 
consistent with the Schools’ vision and values. You will 
bring new ideas to the table to take our marketing and 
communications to the next level.

Working alongside the Foundation Press and PR Officer 
and in close liaison with the Admissions Team, you will 
be responsible for a wide range of online and offline 
promotional activity across the Foundation, driving content 
and development of the website, social media channels, 
electronic and print publications and advertising. 

The successful candidate will be dynamic and innovative 
as well as highly organised; they will possess excellent 
written and verbal communications skills, have an eye for 
design and a good sense of humour and fun. We welcome 
applications from a range of backgrounds and the 
personal qualities and skills of the successful candidate 
will be as important as previous experience. This role 
could suit a recent graduate with one or two years’ 
experience or a more experienced professional; what is 
key is the willingness to get to know our schools and their 
people and to have a genuine empathy with our ethos.

This is a full time, year-round position, based at 
Princethorpe College, with occasional meetings and 
regular working at Crackley Hall School and Crescent 
School.

Due to the nature of the role there will be some weekend 
and evening working.

Opportunities for professional development will be 
available. There is the scope for this role to be adapted 
depending on the strengths and experience of the 
successful candidate and for the role to grow with 
additional responsibilities over time.
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Overview

+ 
Contribute to the strategy and manage the 
implementation of the annual marketing plan for all the 
Foundation schools

+ 
Proactively work across the Foundation schools and 
with key colleagues to champion an understanding 
of marketing and communications, encouraging 
collaboration and innovation

+ 
Act as guardian for the Foundation brand guidelines 
and corporate identity

Marketing and Communications

+ 
Produce high quality written materials for a variety of 
external and internal channels and mediums

+ 
Oversee design, content and production of 
publications, marketing materials and campaigns in 
line with deadlines

+ 
Organise flagship events to drive recruitment and 
admissions

+ 
Drive the ongoing maintenance, content and 
development of the Foundation’s websites, 
e-newsletters and digital media

+ 
Provide marketing support for the Old Princethorpians 
and Development

+ 
Orchestrate annual photography and filming sessions 
as appropriate

+ 
Liaise with external agencies, including our designer, 
photographer, film company, printers and advertising 
agency as required

Evaluation and Research

+ 
Review current procedures and practices to implement 
and improve efficiencies and innovate

+ 
Track, monitor and evaluate all marketing activity, both 
offline and digital

+ 
Regular reporting and analytics on impact and ROI

+ 
Undertake research including competitor analysis and 
keep abreast of developments in the sector

Undertake any other reasonable duties required that 
relate to the job purpose from time to time.

Main duties and responsibilities
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Attributes of the Successful Candidate
Qualifications and Experience

+ 
A good honours degree or equivalent 

+ 
Proven marketing and communications experience

+ 
Experience of writing for a variety of different media, 
including print and digital

+ 
An understanding of and familiarity with a wide range of 
social media

+ 
Experience of sourcing of quotes from suppliers and 
adherence to budgets

Skills

+ 
High levels of IT literacy including Microsoft Office 365

+ 
Familiarity with website content management systems 
(desirable)

+ 
Familiarity with Adobe products (desirable)

+ 
Basic photography skills

+ 
Driving licence

Personal Qualities

+ 
Excellent communication skills, written and oral

+ 
A team player with excellent interpersonal skills

+ 
Able to multi-task and work well under pressure 

+ 
Proven organisational ability

+ 
Able to demonstrate attention to detail

+ 
Ability to communicate effectively with a wide range of 
stakeholders

+ 
A flair for design and creativity

+ 
A self-starter with a ‘can do’ attitude and a sense of 
humour

+ 
Supportive of the Foundation’s ethos and strategic 
objectives
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General Information
Safeguarding Children 
The post holder’s responsibility for promoting and 
safeguarding the welfare of children and young persons for 
whom they are responsible, or with whom they come into 
contact, will be to adhere to and ensure compliance with 
the school’s child protection 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 or children in the school 
they must report any concerns to the Deputy Head 
(Pastoral) or the Headmaster. 

Mandatory Training

+ 
Safeguarding training

+ 
Health & Safety induction

General
The employee will need to satisfy the Foundation of 
medical fitness, integrity of information supplied and will 
be expected to sign a standard Foundation contract of 
employment.

Safeguarding  
The Princethorpe Foundation is committed to 
safeguarding and promoting the welfare of children and 
young people and expects all staff and volunteers to 
share this commitment.

The post is exempt from the Rehabilitation of Offenders 
Act 1974 and therefore all convictions, cautions and 
bind-overs, including those regarded as ‘spent’, must be 
declared. 

During the recruitment process we will require a signed 
statement that the applicant is not on the barred list/List 
99, disqualified from working with children, or subject 
to sanctions imposed by the Secretary of State or other 
regulatory body, and either has no convictions, cautions, 
or bind-overs, or has attached details of their record in a 
sealed envelope marked confidential.

The successful applicant will be required to complete 
a Disclosure and Barring Service (DBS). You should be 
aware that provision of false information is an offence 
and could result in the application being rejected or 
summary dismissal if the applicant has been selected, 
as well as referral to the relevant DfE and DBS agencies.

Please refer to the Safer Recruitment Policy, which 
applies to all age ranges including Early Years, the 
Junior School and Senior School. This should be read 
alongside this brochure and contains a separate policy 
relating to the recruitment of ex-offenders at Annex A.

The Safeguarding Policy, Behaviour Policy: Staff Code 
of Conduct, Safer Recruitment Policy and information 
on Disclosure and Barring Service (DBS) checks are 
available on the Employment Opportunities page of the 
website www.princethorpe.co.uk

The Princethorpe Foundation 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). The Foundation is an equal opportunities 
employer
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THE PAckage
Salary 
Circa £25,000 - £32,000 FTE, though there may be scope 
for negotiation depending on qualifications and relevant 
experience.

Benefits include:

+ 
25 days annual leave, plus eight Bank Holidays

+ 
Generous fee discount for children attending the 
Foundation’s schools, excluding Little Crackers 
Nursery

+ 
Pension scheme

+ 
Laptop provided and Microsoft software for use at 
home

+ 
An excellent working environment in a beautiful rural 
location

+ 
Subsidised home-cooked school lunches are available 
for all staff, all dietary requirements are catered for, 
and evening meals provided where required

+ 
Staff well-being opportunities include sporting 
and musical activities and access to professional 
counselling services

+ 
Other benefits include on-site parking, a Cycle-to-
Work Scheme, free eye tests, free flu vaccinations and 
personal accident insurance.

10



HOW TO APPLY 
Application form 
Applications will only be accepted from candidates 
completing a Princethorpe Foundation application form in 
full. CVs will not be accepted in substitution for completed 
application forms. Please submit an application 
form together with a CV and covering letter detailing 
experience, personal qualities, how you meet the person 
specification and outlining your suitability for the post.
Please address your application to Mr E D Hester, 
Headmaster.
Completed applications should be sent by email to 
recruitment@princethorpe.co.uk
or by post to: Recruitment Co-ordinator, Princethorpe 
College, Princethorpe, Rugby, CV23 9PX

Closing date
The closing date for applications is Monday 18 January 
2021 at 9.00am. 

Interviews
TEAMS interviews will be held for longlisted candidates 
later that week.
Shortlisted candidates will be invited into school for an in 
person interview week commencing Monday 25 January 
2021.
The areas the interview will explore will include suitability 
to work with children.

All candidates invited to interview must bring with 
them:
Proof of ID and Right to Work in the UK

+ 
Current UK passport showing you are a British Citizen 
OR

+ 
Current Passport or National ID Card showing you 
are a national of the European Economic Area or 
Switzerland OR

+ 
Full birth or adoption certificate issued in the UK, 
dated within 12 months of birth.

And where possible

+ 
An official document giving your permanent National 
Insurance Number.

+ 
If applicable, your Marriage Certificate or official 
documentation showing a change of name.  
See Qualifications below.

+ 
If available, your Current UK or European driving licence 
paper or new style photo card – if an older photo card, 
the paper counterpart must also be produced.

At least one document must be photographic proof of ID. 

Educational/Professional Qualifications
Qualification Certificates as listed on your application form.
If the certificate is in your maiden name then a marriage 
certificate must be produced.
If the successful candidate cannot produce original 
documents or certified copies, written confirmation of 
her/his relevant qualifications must be obtained from the 
awarding body.

Proof of current address
Utility bill or financial statement showing your current 
name and address, dated within last three months.
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