
 

 

 

 
JOB DESCRIPTION 
PR and Publications Manager  

 
 
 
 

DEPARTMENT: Communications 

REPORTS TO: Head of Communications 

RESPONSIBLE FOR: N/A 

WORKING PATTERN: 
Full time, permanent  
There will be an occasional requirement to work evenings and 
weekends, sometimes away from Harrow School. 
Your contract of employment will give more details. 

DATE OF ISSUE: May 2021 

BACKGROUND 

Harrow School is one of the world’s best-known independent schools. Founded in 1572 by John Lyon under a 
Royal Charter granted by Queen Elizabeth I, it is located on a 324-acre estate encompassing much of Harrow on 
the Hill in north-west London. Around 830 boys aged 13 to 18 board at the School, and there are about 120 
teaching staff and over 500 non-teaching staff. 
 
The School’s multi-skilled Communications team consists of a Head of Communications, Head of Brand, Marketing 
Manager, Graphic Designer, Artworker and Editor. The Communications team provides communications and 
Publication’s support across the entire School community.  
 

THE ROLE 

The PR and Publications Manager will play a pivotal role in the new proactive communications strategy, promoting 
our School to the wider world. The post-holder will be responsible for the School’s PR campaigns, content and 
development of the School’s digital assets and oversee all on and offline publications, ensuring they are consistent 
with the School’s Purpose and Values. 
 
The PR and Publications Manager will deliver first-class communications materials to further enhance the 
reputation and profile of the School. 
 
Aside from the wider Communications team, the PR and Publications Manager will work very closely with all 
departments across the School including its related organisations (Harrow Association, Harrow Development Trust 
and Harrow School Enterprises Ltd) to support ongoing communications needs.  

KEY RESPONSIBILITIES AND DUTIES 

This job description reflects the core activities of the role and is subject to change as the department and the post-
holder develop. The School expects that the post-holder will recognise this and will adopt a flexible approach to 
work. In addition, the post-holder will be expected to undertake other duties within the scope of the role that may be 
required. 
 
 
 
 



 

 
Publications 

! Manage the workflow of the Editor, Graphic Designer and Reprographics Artworker in the production of all 
School print and online communications e.g. curriculum booklets, School prospectus, annual reports, 
film/video, internal and external facing newsletters and ad hoc presentations, ensuring they are of the highest 
quality, reflect the School’s purpose and values and align with the Harrow brand. 

! Incorporate all planned internal and external communications, across all channels, into an appropriately 
scheduled, resourced and costed calendar. 

! Source imagery, brief designers, ensure coherent branding/messaging, liaise with printers, seek internal 
feedback and final approval from the Head of Communications/Head of Brand. 

! Prepare the termly schedule of photography of School events, liaisng with and commissioning, internal and 
external photographers. 

! Ensure we have an excellent image archive and that event photography is kept up to date and published on 
our intranet. 

 
PR campaign and social media management 

! With the Head of Communications, design and deliver awareness campaigns to promote, for example, 
Shaftesbury Enterprise initiatives and partnership work, bursaries, the 450th anniversary and sporting 
achievements, ensuring internal audiences are included. 

! Support the HR team in attracting new talent and to build our employer profile through a range of social media 
platforms. 

! Take responsibility for writing or checking social media posts and monitoring all School-related social media 
accounts and, where applicable, train staff who are using social medial on behalf of the School to ensure best 
use of social media. 

! Measure the effectiveness of campaign and social media output and support the development of improvements 
where necessary. 

! Prepare and distribute daily media briefings to members of SMT and departmental heads where applicable. 

! Create engaging content for the ISCs Schools Together website, ensuring it is kept up to date. 
 
General 

! Manage administration associated with the responsibilities listed above. 

! Create and continuously improve a workflow structure for publications projects and establish systems, 
processes and templates that boost effectiveness and efficiency 

! Communicate to colleagues how best to access our creative services, and encourage their use of these 
services and explain their budgetary implications. 

 
The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for 
whom s/he is responsible or with whom s/he comes into contact will be to adhere to and ensure compliance with 
the School’s Safeguarding policies and procedures 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 of children in the School 
s/he must report any concerns to his/her line manager or the School’s Designated Safeguarding Lead. 
 
This position is subject to an enhanced Check with the Disclosure and Barring Service in the event of a successful 
application. Copies of the School’s Code of Practice and Policy on the Recruitment of Ex-Offenders is available 
from the HR team. 
 
 
 
 
 
 
 
 
 



 

 

PERSON SPECIFICATION – PR AND PUBLICATIONS MANAGER 

All staff are expected to conduct themselves in line with the School’s values, which are Courage, Honour, 
Humility and Fellowship. While the School’s values set out what matters most to us, the behaviours below are 
intended as a shared set of expectations to refer to, and standards to aspire to, in our dealings with others. They 
are the practical application of our values. 
 
COURAGE 
! We remain optimistic and purposeful in a disrupted world. 

! We take responsibility for our decisions, even the hard ones. 

! We always challenge poor behaviour in ourselves and others. 

! We are open to new ideas, and seek fresh challenges. 
 

HONOUR 
! We keep our promises. 

! We act with integrity – doing the right thing, even when it is difficult or when no one is watching. 

! We respect and value our traditions while setting them in the context of today. 
 

HUMILITY 
! We work hard to serve others in the School and across our wider communities, where possible putting their 

interests before our own. 

! We give and seek honest and appropriate feedback, reflect on our failures and learn from them. 

! We support each other through challenges and whatever the outcome; we celebrate those who took part. 
 

FELLOWSHIP 
! We respect each other and value our differences, knowing that we are more effective and more resilient 

working together. 

! We are kind and inclusive; we value each person’s contribution. 

! We are role models for the behaviours that we would like to see in others; we ask only of others what we would 
be prepared to do ourselves. 

 
Alongside the behaviours set out above, post holders/candidates will be expected to demonstrate the following: 
 
 
QUALIFICATIONS, EDUCATION AND TRAINING 
 
ESSENTIAL 

! A good standard of degree-level education in a relevant field, such as PR or marketing, English or creative 
industries 

 
DESIRABLE 

! PR/marketing-related qualification 
 
 
KNOWLEDGE AND EXPERIENCE 
 
ESSENTIAL 

! Demonstrable experience in a high-profile communications role 

! Experience of planning, undertaking, delivering and managing communications campaigns, strategies and 
materials 



 

 

! Experience of collaborating with creative-service specialists, and managing external agencies and suppliers 

! Experience of managing social media campaigns 
 
DESIRABLE 

! Experience in an education environment 
 

 
SKILLS AND ABILITIES 
 
ESSENTIAL 

! Excellent creative-writing and proof-reading ability 

! An exceptional eye for aesthetics and design 

! Able to formulate communications plans 

! Able to influence stakeholders 

! Strong organisational and project-management skills 

! Ability to work under pressure, prioritising to meet deadlines, juggling a busy workload and multi-tasking 

! A high degree of IT and computer proficiency, including a strong working knowledge of Adobe Creative Cloud 
and Microsoft packages  

! Able to build positive relationships quickly 

! Strong interpersonal and communication skills 

! Outstanding attention to detail 
 

DESIRABLE 

! Full driving licence  
 
 
PERSONAL ATTRIBUTES 
 
ESSENTIAL 

! Resonance with Harrow School’s ethos 

! Stamina and resilience 

! Analytical 

! Self-motivated 

! Forward thinking, imaginative and creative 
 

 
OTHER REQUIREMENTS 
!  A flexible approach, with the ability to work occasional weekends and evenings 
 


