
 
 

DIGITAL MARKETING AND OUTREACH OFFICER 

Full-time, permanent throughout the year 

Required from September 2021 

 

The School 

Ipswich School has been listed as one of the top 150 schools in the country and is certainly one of the 

foremost independent schools in East Anglia.  We were established prior to 1399, and moved to our present 

site in 1852. We have recently been voted Suffolk’s top independent school (The Sunday Times Parent Power 

2016-20). 

We have over 1080 pupils aged between 3 months and 19 years and we are fully co-educational.  

As our most recent report by ISI Inspectors confirmed, Ipswich School has a fine record of academic success, 

which is placed within the context of an extensive range of activities outside the classroom. The School operates a 

five-day week, with representative sports on Saturdays. Games, CCF, Community Service and a variety of 

other activities take place on Thursday afternoons.  

At Ipswich School our key aim is to encourage pupils to realise and fulfil their potential.  By treating them as 

individuals, providing the best possible pastoral care, and kindling a real interest in their studies, we hope 

that they will enjoy their education and achieve the best possible results.  

Find out more about us by visiting our website www.ipswich.school. 

Key Relationships  

 

You will join the Admissions, Marketing and Outreach department and will report jointly to the Director of 

Admissions, Marketing and Outreach and the Communications Manager.   

 

You will work to develop positive relationships across the School community, including with past and 

present parents, pupils and staff. You will work closely with our Admissions team in the Nursery, Prep and 

Senior Schools, and with our Communications Manager.  

 

You will develop positive relationships broadly across the local community in which the School operates. 

This will involve close liaison with, for example, feeder schools, primary schools, sports clubs and 

associations, charities, community groups and alumni.  

 

Job Purpose  

 

You will help us to bring the Ipswich School brand to life through the School’s internal and external 

communication channels, including the website, social media and other interactive channels.  

 

http://www.ipswich.school/


You will contribute to all aspects of marketing and communications, with a particular focus and expertise in 

digital marketing and video. You will be responsible for the development, design and creation of compelling 

digital marketing campaigns including video and written content.  

 

You will take the lead with the School’s Community and Outreach work by establishing partnerships with 

local schools, alongside the ongoing monitoring and evaluation of the programme. This involves interpersonal 

skills combined with important administrative and project management support.  

 

You will work closely with the Director of Admissions, Marketing and Outreach, as well as enjoying the 

opportunity for significant autonomy and personal responsibility in delegated areas.  

 

Main duties and responsibilities   

The role is interesting and varied. The following list will give you a flavour of the main duties and 

responsibilities involved. You will: 

 

Digital Marketing 

 

 Manage the continual development and updating of the website, social and digital channels ensuring 

that our digital presence absolutely reflects the Ipswich School brand and demonstrates sector 

leadership. 

 Ensure visual online content is dynamic and fresh by personally undertaking photography and 

videography, including editing, working to a specific brief as content for the website and social media.  

 Innovate, develop and implement social media advertising campaigns.   

 Personally, and in collaboration with others, develop and maintain high quality, relevant and up to date 

content on our web and social media platforms, with a particular focus on video alongside well-crafted 

copy.   

 Create content strategies to guide digital and content marketing and communications design and 

development.   

 Monitor and report on analytics/metrics for web, social and digital initiatives.   

 Track and report on competitor marketing activity. 

 Contribute to all Ipswich School online, external communications channels.   

 Proofread print and digital communications. 

 Provide digital marketing guidelines and consultation for Heads of Departments and Sections, and new 

staff. 

 

Outreach Projects 

 

 Work closely with the Director of Admissions, Marketing and Outreach in the creation, development 

and delivery of a wide range of projects aimed at building partnerships with the wider community, and 

have personal ownership of several projects. 

 Develop and consolidate links with local state schools and our existing feeder schools, liaising with a 

range of staff at these schools such as Head Teachers, Heads of Year and Heads of Department.   

 Be proactive in seeing and seeking opportunities for outreach as well as being an advocate for this in 

school. 

 Develop links and personal relationships with partner organisations and be a point of contact for 

them.  

 Assist the Deputy Head of Sixth Form and Careers Administrator with higher education and careers 

support for partner schools. 



 Liaise with the Development Office (who manage alumni relationships) to connect with the network 

of Old Ipswichians (OIs) around our outreach activity.  

 

Events and Activities 

 

 Establish and run a summer events programme for primary schools.  

 Collaborate with the Ipswich School Sports Centre (ISSC) team to maximise opportunities to connect 

with local families and provide opportunities for local school children in the school holidays (find out 

more about ISSC here: https://www.ipswichschoolsportscentre.co.uk/) 

 Take a lead role in building engagement in the community and local schools with the annual Festival of 

Music (find out more here: https://www.ipswich.school/festivalofmusic/) 

 

Administrative and Compliance  

 

 Provide administrative support for the Director of Admissions, Marketing and Outreach.  

 Manage the sharing of our talks and events including managing risk assessments and arrangements for 

visits. 

 Record keeping, including reporting and collating all outreach and community activity such as the 

annual review, Schools Together reporting, public benefit statement and relevant social media posts.  

 Have oversight of the internal and external communications in relation to partnerships including the 

website, parent portal and social media channels. 

 Contribute to the School’s overall marketing and communications strategy in line with the whole 

School Development Plan. 

 

You will need to be able to work flexible hours (including weekends and evenings from time to time) to 

meet the needs of the role and to assist other members of the Marketing and Communications team.   

This list is not exhaustive and duties may be changed or added to as determined from time to time. The Digital 

Marketing and Outreach Officer may be required to help with any aspect of the operation of the Marketing, 

Communications, Admissions and Outreach team’s work, and will be expected to show flexibility in accordance with 

the needs of the Department. 

Person Specification 

You will be an experienced administrator, confident in your ability to manage a varied workload and prioritise 

effectively. Accuracy, attention to detail and the ability to develop good relationships with a wide range of 

people will be essential. Ideally you will have some experience with website management, digital content and 

social media and have an engagement with our outreach goals. 

 

You will be a highly motivated ‘self-starter’ with a strong interest in education, marketing and current affairs. 

A confident communicator, able to interact easily with others and positively influence outcomes. You will 

have the ability to promote the School with the aim of broadening and strengthening the School’s outreach 

work.  

In this role you will also need to be flexible, adaptable, open to new ideas and best practice, resourceful, and at 

times resilient. 

 

The following table outlines the essential and desirable skills, experience and knowledge required for this role. 

https://www.ipswichschoolsportscentre.co.uk/
https://www.ipswich.school/festivalofmusic/


Essential Skills, Experience and Knowledge Desirable Skills, Experience and Knowledge 

Digital Marketing Experience 

 

1. The ability to translate ideas and initiatives into 

marketing messages and to build creative campaigns, 

and to communicate them internally and externally.   

2. Demonstrate quick and sound judgment to 

determine the value of a story and turn around a plan 

for promotion immediately when required.   

3. Video creation experience and skills.  

4. Good understanding of social media and a natural 

ability to learn and develop new digital 

communication skills.  

 

1. A degree level education and proven experience in 

a related field. 

2. Experience of working in a School environment. 

 

 

Outreach Experience 

 

1. An experienced administrator. 

2. Project management experience relevant to the role.  

3. Ability to engage with the local community which 

encompasses the School’s catchment area.  

1. An understanding of the school year and admissions 

process. 

2. Experience of liaising with and/or building 

relationships with local businesses/contacts and 

community stakeholders. 

ICT Skills 

1. Excellent IT skills: with a good working knowledge of 

Microsoft Office, Word, Excel and Outlook, Adobe 

Creative Suite, and a thorough operational knowledge 

of social media channels – e.g. Twitter, Instagram, 

Facebook and Linked In.  

2. Experience in creating and maintaining databases.  

3. A willingness to learn new systems and processes 

and embrace new technology.  

1. Working knowledge of Google docs and sheets. 

2. Knowledge of School databases, such as iSAMs. 

3. Qualifications in relevant IT packages (e.g. Excel). 

4. Experience/skills in website management 

(Wordpress). 

 

 

Communication and Relationship Skills 

1. Excellent communication skills, and experience of 

building effective and positive relationships with a 

wide range of stakeholders. 

2. Thrives on working as part of a team. 

3. Excellent customer service skills, a good telephone 

manner and a helpful, positive approach that provides 

a warm, professional and welcoming environment. 

4. Events Management experience.  

1. Experience of working in a dynamic environment 

with external and internal stakeholders, or similar. 

 

 



Administrative Skills 

 

1. Meticulous attention to detail, and a determination to 

meet deadlines in a busy and dynamic environment, 

and to juggle a number of projects.   

2. A proactive approach with a real enthusiasm for 

dealing with communications, marketing and 

outreach activities on a daily basis and in an ever 

changing environment.  

3. Strong organisational and interpersonal skills.   

 

 

General 

 

1. The ability to maintain confidentiality and work 

within GDPR and Data Protection legislation. 

2. A commitment to safeguarding and promoting the 

welfare of children and young people, and adhere to 

and comply with the School's Child Protection Policy 

statement at all times.  

3. The ability to accommodate flexible working hours 

with occasional weekend or evening work as 

required. 

4. Car driver/owner, with access to own vehicle. 

 

HOURS OF WORK, SALARY AND BENEFITS 

 This is a full-time, permanent post (subject to the satisfactory completion of a 6-month probationary 

period).  

 The hours of work will be 35 hours per week throughout the year: Mondays - Fridays from 8.30 am – 

4.30 pm, with a one hour break for lunch each day (7 hours per day, 35 hours per week). There may be 

some flexibility with start and finish times and this can be discussed further at interview.  

 The starting salary for this post is £21,840 per annum.  

 Salaries are paid monthly in arrears by BACS on the last working day of each month and are reviewed 

annually, usually in September (with the first review for this post in September 2022).  

 From time to time you may be required to attend various out of hours’ events (during the evenings and at 

weekends). Time off in lieu will be given for attendance of events out of normal hours. 

 You will be entitled to 25 days’ paid holiday per year, plus public holidays, rising to 30 days per annum 

after 5 years’ service. 

 Holidays are to be taken at times to be agreed with the Director of Admissions, Marketing and Outreach. 

 After 3 months’ service you will be entitled to join a defined contribution pension scheme, and you will 

receive 3x salary life cover. 

 Free lunch is provided in the School dining hall during term time whilst the kitchen is in operation and 

staff are able to use the School’s swimming pool and fitness gym free of charge (in compliance with 

appropriate rules and regulations). 

 The School runs an appraisal scheme for its support staff to assist in review and development of their role 

and you will participate in this scheme.  



CLOSING DATE AND INTERVIEW ARRANGEMENTS 

Please advise us of any special requirements you may have if you are called for interview. If your special 

requirements mean that you need to submit this application in a different format please contact us. 

 

Completed application forms should be returned to: 

Alison Knights, Director of Human Resources, Ipswich School, 25 Henley Road, Ipswich, IP1 3SG, or email: 

hr@ipswich.school by noon on 9 June 2021. Please mark the envelope Private and Confidential. 

Candidates shortlisted for interview will be advised shortly after the closing date and interviews will be 

held in the week beginning 14 June, when we may also ask candidates to undertake a competence 

assessment. 

If we have not been in touch with you by 30 June then we regret that your application will have been 

unsuccessful, but we would like to thank you for your interest. 

PLEASE NOTE 

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

expects all staff to share this commitment. Applicants must be willing to undergo child protection 

screening, including checks with past employers and the Disclosure and Barring Service. Having a criminal 

record will not necessarily be a bar to obtaining the position. The Ipswich School Policy on the 

recruitment of ex-offenders and the Code of Practice relating to the Disclosure and Barring Service are 

available on request. 

 

 Ipswich School’s employees are responsible for promoting and safeguarding the welfare of children and 

young people they are responsible for, or come into contact with. The post holder must adhere to and 

ensure compliance with the School’s Safeguarding Children Policy at all times. If, in the course of carrying 

out his/her duties the post holder becomes aware of any actual or potential risks to the safety or welfare 

of children in the School he/she must report any concerns to the School’s Safeguarding Children Officer 

(the Senior Deputy Head [Pastoral] for Senior School pupils, the Prep Head for Prep pupils). 

  

 Ipswich School’s employees are expected to attend training in safeguarding children as directed. 

 

 Applicants are advised that in the interests of the health and safety of all its pupils and employees, Ipswich 

School operates a No Smoking Policy and employees are expected to comply with the statutory 

restriction on smoking in public places. 

 

May 2021 
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