
 
 
 

DIGITAL COMMUNICATIONS, 
MARKETING & ALUMNI OFFICER 

 
 
Paid hours per week: (Part time, though full-time may be considered) 
 
37.5 hours per week during term-time (approximately 34 weeks per year).  In addition: 

 
- Attendance at Staff Inset Days (usually 5 days per year); 
- Two weeks during the main summer holiday (to be worked one week for GCSE exam 

results and one other week prior to the start of the Autumn term); 
- One day prior to the start of the Spring and Summer terms(in addition to the INSET 

days); 
- 60 hours to be worked as detailed below during the school holidays. 
- There will also be a requirement to attend some evening school functions and events and 

on rare occasions a Saturday morning. All dates will be provided in advance and are 
included in the School Calendar. 

 
Total working weeks 39 per year. (with holiday entitlement = 0.85FTE) 

 
Hours of work:   
 
During term-time to be worked on site at School each day Monday – Friday as detailed above 
(hours to be agreed in advance); 
 
A total of 60 additional hours to be worked remotely during the School holidays in order to 
update and maintain social media and the School website and prepare digital 
resources/publications (School year book etc).  These hours to be spread across the School 
holiday periods and to be worked flexibly as required. 
 
 
Leave arrangements:  25 days paid holiday (plus bank holidays) to be taken during the 
                                      School holidays, unless agreed otherwise with the Head of  
                                      Marketing, Communications & Administration. 

 
Line Manager:  Head of Marketing, Communications & Administration 

Notice Period:  2 months 
 
 
 
 



Responsibility of the Role 

 To proactively lead the digital communications, marketing, alumni and development 
strategy through multichannel avenues and to manage the digital corporate image 
and public perception of the School.    

 To proactively design and create digital collateral which represents the Vision and 
Values of the School and creatively ‘tells our story’ 

 To be creative in brand design and present refreshing ideas to the Head Marketing, 
Communications and Administration which promote all aspects of School life 

 To direct and produce effective, entertaining and informative video footage to support 
a truly virtual experience which draws new parents to the School before they step on 
site 

 To manage the media collateral already in School and on School systems 

 To work with the Admissions Team to attract and retain pupils and to drive create 
imaginative, eye catching and memorable digital collateral which promotes the School 
vision and values. 

 To write regular editorials which promote the School and all we do to existing and new 
parents, other schools and highlight all that is happening across the School. 
 
 

Digital Communication & Marketing 
 

Creative  
Corporate Image & Strategy: 

 Responsibility for the overall marketing strategy of the School, ensuring it is line with 
the School Development Plan and key objectives; 

 Support the School’s strategy to help attract and retain pupils until they are 16; 

 Ensure a thorough understanding of the School’s target market and develop on-going 
strategies to enhance and promote our reputation; 

 Articulate the image the School seeks to promote.  Ensure it is adopted and 
maintained through all publicity and communication materials as well as clothing and 
any branded goods; 

 Support staff in ensuring that all communications sent externally are written in the 
tone and image that the School would wish to portray; 

 Develop new School literature as required ensuring it remains within the Holme 
Grange brand image (to include advertisements, new handbooks, development 
documents etc.); 

 Manage existing School literature, ensuring it is updated as required. 

 Refresh and create new designs which communicate the School’s vision. values, 
teaching and learning 

 Produce and edit video material for and about the School 
 

Digital Communication & Social Media: 

 Develop a forward-thinking multichannel social media strategy for the School, 
capitalising on all avenues and opportunities and providing insightful analytics on ROI 
and impact; 

 Ensure regular postings throughout each term and across the year on all relevant social 
media platforms including Instagram, LinkedIn, Twitter and Facebook utilising 
Hootsuite and ensuring all postings are delivered in appropriate tone and “on-message” 
for the School; 

 To use a range of techniques including e-bulletins, paid search, SEO, digital advertising 
and social media to raise brand awareness and drive traffic to the School website; 



 Continually review, assess and explore new technologies for their suitability in ensuring 
the School is functioning at the right level of digital marketing;  

 Support the Registrar with regards to maintaining and increasing pupil admission 
numbers through the use of targeted social media campaigns including driving 
attendance at School Open Days;  

 Develop a social media strategy to assist with recruitment of School staff under the 
direction of the Head. 

 
School Website & Portal 

 To manage the relationship with the School’s Website Agency to ensure the School 
website remains up to date and attractive and is the best possible advert for the School; 

 Take responsibility for ensuring the website remains up to date and compliant at all 
times, ensuring all information and images are accurate and current; 

 Ensure the content of the website always reflects the image the School wishes to 
portray; 

 Direct and support the Marketing Assistant in updating and maintaining the website 
going forwards; 

 Be responsible for updating the website outside of working hours when required; 

 To oversee the use of the School’s Portal for parents (Engage and My School Portal), 
ensuring the information is in line with the School website and is kept accurate and up 
to date. 

 Review communications across the School and ensure a consistent and effective 
system is in place 

 
Parent Communication 

 Ensure the School maintains a focus on creating parent communication which is user 
friendly and helpful for parents; 

 Support the Marketing Assistant in her responsibility for creating and issuing the 
School’s weekly newsletter to parents. 

 
Advertising, Editorial & Content Creation:   

 Coordinate all marketing and publicity requirements such as adverts and press 
releases;  

 Develop relationships with local and national media including relevant magazines such 
as “Attain” (IAPS), Prep School Magazine etc. achieving proactive editorial content and 
articles;  

 Liaise with external stakeholders, including suppliers, to develop publicity opportunities; 

 Ensure that the school is listed in the necessary directories and handbooks and that 
each listing is up to date; 

 Write and source articles and content for magazines and the School website; 

 Provide a fast, accurate and highly efficient proof-reading service to the School as 
required.   

 
Admissions & Support for Registrar 

 Support the management all Open Days for the School, liaising closely with the 
Registrar and the Head of Marketing Communications and Administration; 

 Ensure all appropriate publicity is in place for Admission Events and work to drive 
attendee numbers; 

 Obtain feedback following Open Days and other events to allow successes to be 
recognised and lessons to be learned; 



 Develop and manage communication with parents who are registered but not yet at the 
School including creating and sending the termly e-newsletter; 

 Complete any other tasks as required by the Registrar in support of maintaining and 
increasing pupil numbers. 

 
Event Management 

 Manage the promotion and organisation of School events as directed by the Head to 
include Parent Events, Alumni Events, Speaker events and other social functions. 

 Manage the promotion and organisation of special events within the School; 

 To take a proactive part in the preparation and management of the School’s Speaker 
programme to ensure a regular series of speakers is booked and communicated at 
the start of an academic year. 

 

Line Management 

 Line Manage the Marketing and Development Assistant ensuring she is provided with 
clear direction and support and tasked appropriately. 

 
Governor Admissions, Marketing & Development Meetings 

 Attend and present at the termly Governors’ Admissions, Marketing & Development 
meetings.   

 Provide detailed reports for the meetings and ensure all documents are prepared and 
issued to governors in advance. 

 Be able to respond confidently to Governor questions and requests for further 
information.  

 
Budget Management 

 Responsibility for managing the budget for both Marketing and Alumni relations. 

 
Safeguarding of Children 

 All staff are responsible for the safeguarding of children in line with the School’s 
Safeguarding (Child Protection) Policy. 

 
Alumni Relations   

 
Managing Alumni relationships 

 Establish an Alumni System and Programme 

 Act as the principal point of contact for all communications between the School and its 
alumni; 

 Work to further develop relationships between the School and the alumni, increasing both 
the number of alumni in contact with the School and also the frequency of communications; 

 Review incoming alumni communications, such as e-mails, queries and comments, to aid 
the development of the alumni programme, ensuring timely responses to all enquiries;  

 Maintain and develop online and social media communications with alumni, working to 
increase engagement and communication; 

 Manage and maintain the school archives. 
 
 

 



Alumni Magazine 

 Establish an Alumni magazine (digital) 

 Collate news and produce the annual alumni magazine and any other alumni publications 
as required ensuring it remains a high-quality publication; 

 Research articles for the alumni magazine and search out interesting alumni developments 
to share; 

 Obtain feedback from alumni on the magazine and look to adapt as appropriate. 
 
Alumni Events 

 Bring innovative ideas in terms of alumni events and engagement of alumni with the School; 

 Organise and attend a programme of social and promotional alumni events. 
 
Alumni Database 

 Manage the alumni database; 

 Ensure the database is updated and accurate and all data is held within GDPR. 

 


