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Digital Communications & Marketing Officer 
 

Oundle School was established in 1556 and is one of the country’s leading co-educational boarding 

and day schools.  The School has 860 boarding and 260 day pupils, with 250 day pupils aged 4 – 11 

attending Laxton Junior School.  The School has a turnover in the region of £40m and a staff of 760.  

The School prides itself on being associated with the best in modern independent school education.  

This would not be possible without the invaluable contribution made by the dedication, hard work 

and professionalism of the support staff functions.  

 

The School’s Communications and Marketing Department is led by the Director of Communications 

who is closely supported by the Marketing Manager. The team covers all aspects of marketing and 

press for both Oundle School and Laxton Junior School, including strategy, communication, brand 

and image, publications, market analysis and competitor benchmarking, pupil recruitment marketing 

strategies and initiatives, as well as overseeing the brand and image of Oundle Society, Oundle School 

Enterprises and Oundle School Sports Centre. The Communications and Marketing team is 

comprised of dedicated staff as well as others in the School who assist with marketing activities in 

addition to their main role. The team works closely with the Head, Deputy Head Admissions and 

Registrar at Oundle, the Head and Deputy Head Admissions at LJS, along with Enterprises, Oundle 

Society and the Bursar. 

 

The purpose of the role is to develop and execute the dynamic vison, development and 

implementation of all digital marketing and communications activity. The post holder will be skilled 

in bringing social media channels and digital School communications to life through engaging 

content, including the creation and manipulation of video. This is a broad role which sits across both 

Schools and will predominantly include video production, the creation and management of digital 

collateral and advertising, the promotion of the School through external online channels such as 
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Vimeo and YouTube and website development, working in conjunction with Oundle’s Webmaster. 

The role requires active engagement in School life in order to create content for marketing and 

communications material, creative flair and a genuine interest in keeping up to date with the latest 

digital innovations.  

 

Oundle School is committed to safeguarding and promoting the welfare of children and young 

people, and expects all staff and volunteers to share this commitment. Successful applicants will be 

required to undergo child protection screening appropriate to the post including checks with past 

employers and the Disclosure and Barring Service.  

 

Role details 

 
Working within the Communications and Marketing team, the role holder will report to the 

Marketing Manager.  

 
 

 

The main duties and responsibilities of the role are listed below.  Please note these are not exhaustive, 

but highlight the main tasks. 

 

 To direct, implement and manage specific digital communications and marketing campaigns 

in support of the department’s overarching strategy. 

 To support Admissions in the development of virtual tours, Open Days and online 

recruitment marketing.  

 To work with the Marketing Manager to develop a targeted social media marketing strategy, 

creating and maximising opportunities.  

 To oversee and promote School social media platforms and drive content for marketing 

purposes, including day to day content generation.  

 To story-board, create and edit video content for various audiences, including both current 

and prospective parents. 

 To champion and support the use of digital content, social channels and video across both 

Schools, from facilitating live streaming to coaching staff. 
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 To use a range of techniques including e-bulletins, paid search, SEO, digital advertising and 

social media to raise brand awareness and drive online traffic to the School websites. 

 To maximise the impact of digital content across all platforms, providing insightful analytics 

on ROI and impact. 

 To assess, develop and manage the use of external digital channels for School promotion, 

including YouTube, Vimeo, MailChimp, Issu. 

 Continually to review, assess and explore new technologies for their suitability in keeping the 

Schools at the appropriate level of digital marketing 

 To support in the development and management of the School’s range of websites, including 

generating bespoke content for them. 

 To carry out any other duties commensurate with the post as may be reasonably required by 

the line manager. 
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Person Specification 
 

Short-listing will be based on the following specification, which candidates should bear in mind when 

preparing their application and completing the application form to ensure that their application and 

suitability reflects the essential requirements of the role. 

 

Qualifications Essential  Desirable Method of assessment 

Good understanding of English and educated to at 

least GCSE standard (or equivalent) 

●   

 

Application form 

Interview 

 

Educated to A level standard ●  

Educated to Degree level  ● 

CIM qualification   ● 

Digital Marketing qualification   ● 

Skills and Experience Essential Desirable Method of assessment 

Experience of digital marketing, ideally but not 

necessarily, in a school environment and an 

understanding of current online marketing 

concepts, strategy and best practice  

●   

 

 

 

 

 

 

 

 

 

Application Form  

Interview  

Assessment Exercise 

References  

Professional experience of video channels such as 

YouTube and/or Vimeo 

●  

Film editing ability in programmes such as 

iMovie, Final Cut Pro or Adobe Premiere Pro CC 

●  

Experience of digital content planning and writing  ●  

Experience of managing digital channels 

including, PPC, SEO, social media, email 

marketing, video channels 

●  

Experience of, and competence in, website CMS 

systems, ideally Wordpress  

●  

Experience of working with marketing agencies ●  

Competent in Microsoft Windows software suite ●  

Database and intranet experience   ● 

Experience of using MailChimp, Issu, Google 

adwords and Analytics  

 ● 

Knowledge of and experience in the Adobe Suite 

including Photoshop and Indesign  

 ● 

Personal qualities Essential Desirable Method of assessment 

A passion for all things digital along with a 

creative flair  

●   

 

 

 

Application Form  

Interview  

Assessment Exercise 

References  

First class communication skills  ●  

A self-starter, with the ability to plan, prioritise 

and deliver projects with great attention to detail  

●  

A can do, positive attitude tempered with a sense 

of humour  

●  

A willingness to learn and to build on skills and 

understanding of the independent education 

sector  

●  
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Ability to work both independently and as part of 

a team  

●  

Able to work well under pressure and to juggle 

multiple demands  

●  

Enthusiasm and the ability to use initiative ●  

A flexible approach to hours and duties including 

working occasional weekends in term time  

●  

 

Every job description in the organisation will be subject to a review on an annual basis at the time of the 

annual appraisal meeting and may be reviewed as a result of a change in strategic direction or operational 

requirements.  

 

It is the shared responsibility of the role holder and their line manager to ensure that job descriptions are 

kept up to date. 

 

How to Apply:   Candidates should download the application form at 

www.oundleschool.org.uk/Employment-Opportunities and submit via email (preferred) or post to:  

E-mail: recruitment@oundleschool.org.uk  

Post: Recruitment Team, The Bursary, Church Street, Oundle School, Oundle, PE8 4EE  

 

Closing date for applications is Wednesday 27 January (8.30am) 

Interviews will be held on Thursday 4 February (pm) and Friday 5 February (pm).  This will be a two-

stage interview process, therefore shortlisted applicants will be asked to be available on both days.  
 

Candidates should familiarise themselves with the School’s recruitment and associated policies on the 

School’s Employment Opportunities website.  
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Information for applicants 
 

Start date As soon as possible, subject to notice period and pre-employment checks. 

Hours of work 8.30am to 5pm  Monday to Friday (40 hours per week) 

All meal breaks are non-working hours and unpaid.  

Working weeks 52 weeks per year  

Contract term Permanent, subject to a six-month probationary period. 

Remuneration £30,000- £35,000 per annum, subject to skills and experience. 

You will be paid each month through the year.  

Annual leave 21 days' paid holiday in each complete holiday year, plus seven public 

holidays.   

Any official School closure period (currently during part of the 

Christmas holiday) is classed as non-working days and this is in 

addition to the holiday entitlement. 

Holidays should be taken predominantly outside of Oundle School 

term time. 

Other We also offer: 

 Excellent working conditions 

 Group Personal Pension Plan 

 Life Assurance scheme  

 BUPA Wellbeing Expenses Plan  

 Access to some discounted tickets to the Stahl Theatre and Music 

Productions  

 Discounted access to the Sports Centre and swimming pool  

 Cycle to Work scheme  

 Free light lunch available for staff during School term times 

 Free car parking, subject to availability 

Some of the above are non-contractual 

 

 

 

 

 


