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Background to the post 

This exciting opportunity has arisen to join our team as the school’s Marketing Manager.  Our school continues to 

go from strength to strength, with many school years being oversubscribed due to demand for places.  There are 

tremendous benefits to working in the independent schools’ school sector and St. Michael’s is one of Wales’ leading 

schools.  In 2017, our pupils and staff secured the highest GCSE results in Wales, in 2018 we were placed 30th in 

the country by The Times for A-Level and 27th in 2019, along with the award of Welsh Independent Secondary 

School of the Year.  This year, we have just been named as Welsh Independent Secondary School of the Decade 

by The Sunday Times.  These achievements are down to our hard working staff who go above and beyond in 

everything that they do and our highly motivated pupils, whose conduct and enthusiasm supports them to achieve 

great things.  Pupil behaviour is exemplary and a strong pastoral system ensures that rewards and sanctions create 

a supportive and optimistic climate which allows learning to take priority. 

The role of Marketing Manager is a critically important one to the school’s continued success.  It will be your 

responsibility to know the school, its curriculum and course choices exceptionally well, taking the lead with 

promoting the varied opportunities available to prospective pupils and their parents.  You will work closely with 

the school’s Registrar who handles the administration of enquiries, visits and offers.  You will build strong working 

relationships with all members of staff, generating content for the school’s website and social media channels, 

visiting classrooms and attending school events.  Working with the Headmaster, you will plan and deliver 

campaigns to raise the profile of the school locally and nationally.  You will support the operation of the school’s 

many open days and assist the School Leadership Team with welcoming prospective parents and answering their 

questions.  Working closely with the central group marketing team, you will help to smoothly handle international 

applications generated from leads overseas, ensuring that candidates are suitable for entry to the school and meet 

our requirements.  You’ll also play a key role in ensuring compliance with visa and sponsorship regulations. 

You will need to be a creative and people-orientated person, who thrives on organising complex and changing 

projects, identifying innovative opportunities and delivering best value for money within the budget.  You will 

wholeheartedly support our aims as an independent day and boarding school, where many parents make 

significant financial sacrifices to fund their children’s education.  If you join us, you will benefit from opportunities 

for professional development and the chance to be part of a friendly and encouraging staff team, in an optimistic 

and enjoyable working environment.  We welcome applications from a range of different industries and career 

sectors. 

Application method: Covering letter (one side of A4 max) and fully completed application form.  There is 

no need to provide a CV.  The covering letter should outline how your skills and experience make you 

suitable for the role, paying close attention to the specific requirements in a school setting. 

 

Closing date for applications: Wednesday 30th June  

 

Shortlisted candidates notified by: Friday 2nd July 

 

Interviews to be held: Week commencing Monday 5th July 
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Job Description & Person Specification  

June 2021 
 

 

Post    Marketing Manager 
 
Reports to  Headmaster (for domestic marketing for day pupil places) 

Central Group Marketing Manager (for international places) 

 
Salary   £30-38k depending upon skills and experience 

 

Hours & holiday 8.30am to 4.30pm – 37.5hrs p/w with half an hour daily lunch, 28 days annual 

leave which includes bank holidays 
 
 

Main responsibilities 
 

 Strategic marketing to include the overall planning of the school’s approach to marketing, 
student recruitment activities and engagement with prospective parents 

 Marketing operations to provide for the day to day promotion and marketing of the school 
 Relationship management with prospective and new parents to ensure smooth transition from 

enquiry through to starting at the school 
 Development, creation and updating of materials and marketing channels 

 
Strategic Marketing 

 Develop the whole school marketing strategy including product development, multi-channel 
communications plans, community engagement programmes, business to business 
networking, event management and parent engagement programmes to support enrolment 
growth across the whole school  

 Develop an in-depth knowledge of parent needs and of local market trends and developments 
to inform school marketing strategies 

 Apply customer and market insights, combined with creative thinking, to define and shape the 
school offer and marketing approach to maximise appeal and relevance within the local 
market 

 Undertake regular market and competitor research and analysis to inform future plans  
 Define effective parent engagement strategies and own the overall parent experience across 

all marketing and admissions touch points 
 Liaise with the Registrar regarding all matters concerning enquiries, school visits and offers 

generated as a result of marketing activities 
 Manage the marketing budget and ensure activities are planned within agreed budgets, 

seeking best value by comparing quotes from a range of suppliers 
 
Marketing operations 

 Implement the agreed marketing plan to deliver on the best strategy to support optimum pupil 
recruitment, conversion and retention utilising the appropriate marketing mix  

 Develop and execute effective PR initiatives across digital and off-line channels which build 
positive brand awareness 

 Responsible for the proactive communication and advertising of all school recruitment events 
and open days 

 Manage the school website and social media platforms; ensuring accuracy, reporting on 
traffic, running campaigns and exploring opportunities for school enquiry generation 

 Responsible for the content and images used across the school’s offline, online and social 
media platforms as well as the running of digital marketing campaigns (recruitment and 
retention) working closely with the school’s staff to generate suitably high quality content 

 Manage the relationship with and input into key publications, listings and directories (e.g: 
Good Schools Guide, British Council etc.) 
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 Track and monitor enquiries, conversions, etc. to generate information on start dates, 
location, prior educational background, etc. 

 Handle assessments of international students and the gathering of data towards entry 
requirements, providing this to the Headmaster for evaluation and analysis 

 Create log-ins for any online assessments and invigilate as necessary 
 
Relationship Management   

 Develop effective parent engagement programmes and regularly interact with parents to build 
insights and positive relationships throughout the admissions process and the period shortly 
following after enrolment 

 Identify relevant community-based initiatives in which the school can play a part, to support 
awareness/positive brand perception  

 Work collaboratively with school colleagues and group central marketing and admissions 
team, to enable the smooth processing and evaluation of applications from international 
students 

 Get to know students and identify those who can help to promote the school through video 
testimonials and case studies 

 Hold video conference call interviews with all prospective international pupils to ensure 
appropriate fit for their needs at the school and suitable entry requirements and choice of 
courses 

 Conduct tours of the school and boarding accommodation as and when required 
 
Materials and channels 

 Manage and develop the website to ensure up-to-date content and accurate communication 
of the school’s key messages 

 Keep website content under regular review, according to an agreed schedule, as well as 
clearly identify what needs updating routinely and ensuring it is completed 

 Structure and organise the content for the school prospectus and either design or arrange for 
its design and printing, drawing content from the relevant members of staff 

 Handle the updating/creation of business cards, the international student prospectus, the 
medical prep flyer for this specialist course, the ESOL flyer, the fees summary sheet, the 
university destination flyers, the results flyers/insert. 

 Update and maintain the ‘Next step’ booklet which introduces new families to the key 
information they need to know before boarding at the school 

 Arrange advertising and promotional campaigns for agent brochures/events, local 
newspapers and lifestyle magazines, buses, trains and other local advertising points, 
including billboards and bus shelters. 

 Prepare PowerPoint presentations for virtual events and agent fairs 
 Maintain an agent zone on the school website and agent newsletter via MailChimp 
 Prepare exhibition materials such as pull up banners, table top banners, table cloths, give 

aways (teddybears, pens, etc.)  
 Organise school photoshoots for stock marketing photos and also video shoots for the school 

website and other channels, as well as doing ad hoc videos when required to promote 
specific aspects of the school 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 St. Michael’s School, Bryn, Llanelli, Carmarthenshire, United Kingdom, SA14 9TU. 

 
 
 
 
 
Person Specification 
 
Essential 
 
Collaborative and teamwork skills - The post-holder for this role will have to collaborate with multiple 
teams across the school. They will need excellent interpersonal skills with ability to build effective 
relationships with internal and external stakeholders at all levels 
 
Communication skills - The ability to speak and write to a high standard is crucial. You will have to 
present frequently and write engaging copy, telling the ‘story’ of our provision, for various marketing 
channels 
 
Research skills - it will be crucial for you to have insight into parent needs and experiences. Analysis 
of data, surveys and customer interviews will be part of this mix and you need to be well acquainted 
with these techniques 
 
Campaign experience - in delivering successful multi-channel content-focused campaigns with high 
quality and engaging content 
 
Proof reading skills - it will be essential for the post-holder to have excellent proofreading skills, 
especially the use of appropriate language, correct grammar and spelling 
Strong planning and organisational skills 
 
Prioritisation skills - the ability to work autonomously and prioritise whilst maintaining attention to 
detail, and working to multiple and tight deadlines 
 
Customer service skills – you will know how to make those interested in the school have an excellent 
experience in all their dealings with the school, representing the school externally with a high degree 
of professionalism  
 
Desirable 
 
A marketing-related degree and/or membership of a professional body such as the Chartered Institute 
of Marketing (CIM) would be an advantage, but relevant experience is just as valuable. 
 
A familiarity with Adobe InDesign, Photoshop & Premiere Pro 
 
Experience of working in an educational setting or related field 

 

 

Signed   ____________________________    ____________________________   

   Headmaster    Appointee 

 

Date      ____________________________   
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St. Michael’s School is committed to the safeguarding and welfare of its pupils and expects all staff, 

visitors and volunteers to share this commitment.  This post, as with all others, is subject to full vetting as 

per our Safer Recruitment Policy which is available upon request.  We are an ‘equal opportunities’ 

employer. 


