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MARKETING OFFICER – PERSON SPECIFICATION 

Education and Qualifications Recognised marketing qualification such as Chartered Institute of Marketing or 

AMCIS Diploma 
Essential 

Knowledge, skills and experience Proven marketing experience in a relevant environment Essential 

Experience of strategic planning and implementation Essential 

Excellent customer service skills Essential 

Able to communicate accurately, concisely and to the point with good attention 

to detail 
Essential 

Able to write appropriately to different audiences Essential 

Experience of and skilled at proofreading Essential 

Excellent IT skills Essential 

Good photography and video creation skills Essential 

Previous direct experience in digital, social media and web marketing Essential 

Able to use digital marketing tools and have an awareness of web analytics and 

search engine optimisation 
Essential 

Personal skills and attributes A talent for networking and promoting the School both internally and externally Essential 

Ability to multi-task and meet set deadlines with outstanding organisational and 

project management skills whilst being able to work under pressure and to 

prioritise effectively 

Essential 

A co-operative, personable team player, able to work independently and to take 

ownership of own work load 

Essential 

Commitment to safeguarding and diversity, equality and inclusion Essential 
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MARKETING OFFICER – JOB DESCRIPTION 

 

Purpose of the Job:  To plan and implement a successful marketing strategy to ensure both retention and growth of pupil numbers across the School. 

This will be done by providing outstanding customer service to the School’s internal and external stakeholders, prospective 

parents and their children. 

Accountability: The Headmistress 

The Marketing Officer is responsible for the delivery of internal and external marketing and communication across the School.  

This will involve: 

• Producing engaging marketing and promotional materials for social media, the website and print 

• Researching new marketing opportunities 

• Developing further the PGHS brand  

• Creation of adverts 

• Creation of design, photography and video  

• Copywriting and proofreading 

• Alumni engagement 

• Administration and database management 

• Print and merchandise co-ordination  
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Key Responsibilities  

Prospective Parents and School Events 

• Plan, organise and co-ordinate Open Morning, Working Open Mornings and Taster Days 

• Maintain an up to date prospective pupil enquiry database 

• Contact and follow through on all enquiries 

• Facilitate tours for prospective parents 

• Contact parents after their visit to maintain contact  

• Provide and analyse post-visit feedback forms  

• Analyse and improve the conversion data 
 

Feeder Schools 

• Develop links with feeder and other local schools, nurseries and playgroups 

• Create opportunities for the Headmistress and Deputy Head to visit  

• Create opportunities for Headteachers from local schools to visit PGHS 

• Produce regular mailings for feeder/local schools, nurseries and playgroups 
 

Social Media 

• Coordinate, manage and populate the School’s social media platforms to maintain a regular flow of current news 

• Create written content and visuals with photography and video for uploading to social media. 
 

Email communications 

• Mange all enquiries in a timely manner 

• Plan and implement regular email communications to prospective parents, alumni and other stakeholders 

• Research and develop new email marketing initiatives 
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Website 

• Ensure that the School website is always up to date. 

• Regularly populate news on the School website. 

• Co-ordinate and maintain the PGHS profile on external websites as required. 
 

Marketing co-ordination 

• Identify opportunities to collect photography and video 

• Maintain a library of high-quality up to date photography and video for all areas of the School  

• Attend marketing and promotional events as required 

• Welcome alumni to PGHS and gather their information for the database 
 

Design and Print 

• Create brochures for a variety of uses, ensuring that all content and branding is correct. 

• Produce print and digital materials to support specific campaigns. 
 

News and Media 

• Gather newsworthy PGHS content and regularly disseminate to relevant associations, publications and the press. 
 

Planning 

• Plan marketing priorities based on assigned objectives 

• Plan communications based on recruitment activities and the marketing calendar 

• Conduct market research, including competitor and benchmark analysis 
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Miscellaneous 

• Chair the Marketing Committee meetings 

• Be flexible in developing skills as requirements evolve 

• Attend events in the evening and at weekends as required 

• Liaise with external suppliers on print and merchandise requirements 

• Work within an agreed budget 

• Any other duties which reasonably fall within the purpose of the post and which may be allocated by the Headmistress. 
 

 

June 2021  
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GENERAL INFORMATION  

 

Palmers Green High School is committed to safeguarding and promoting the welfare of children and young people and expects all 

staff to share this commitment. All successful candidates will be required to undertake a criminal record check via the DBS. The School 

will also undertake checks with past employers. 

 

Palmers Green High School is an independent day school with approximately 300 pupils, aged 3 to 16. In October 2017 ISI carried out a 

Regulatory Compliance inspection and reported that the School was fully compliant and in November 2011 the ISI Integrated Inspection 

report graded the School as excellent/outstanding in all aspects for the main School and EYFS. The School is Number 1 in The Sunday 

Times national league table for small independent schools. 

 

The School was founded in 1905 by Miss Alice Hum, a Quaker, and the ideas of integrity and care implicit in the founding philosophy 

have been maintained in the face of changing standards in society. The School is well respected in the area and the Headmistress is an 

accredited member of the Girls’ Schools Association. 

 

The School provides a warm and stimulating environment, in which high academic achievement and broad personal development go 

hand in hand. One of its main strengths and attractions to parents is its ‘one school’ ethos, which ensures a smooth transition for pupils as 

they proceed from the Lower School to the Senior School. However, a number of new pupils do join the Senior School following the 11+ 
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Entrance Examinations. The teaching group size in the Senior School is, on average, 12-16 pupils. Departments are able to choose to teach 

pupils in either mixed ability groups or subject-specific sets. The maximum class size in Reception – Year 6 (known as the Lower School) 

is 24 pupils but for specialist subjects, pupils are usually taught in half-class groups unless there are two specialist teachers assigned to a 

class.    

A broad programme of extracurricular activities enriches our diverse and inclusive School community. Pupils are encouraged to raise 

money for charity and be involved in local community service projects. They have opportunities to go abroad on study visits as well as 

taking part in field studies, work experience placements and the Duke of Edinburgh Award Scheme. 

 

LOCATION AND FACILITIES 

The School occupies a compact site in a residential area, Winchmore Hill, a leafy and pleasant suburb in the London Borough of Enfield. 

It is within easy reach of railway, tube and bus routes. The School makes use of the close proximity of various parks and leisure centres, 

and London’s concert halls, theatres, museums and galleries are easily accessible. 

We are an ambitious school and in recent years there have been many modifications and extensions to the School buildings, which provide 

light, modern and flexible accommodation to support the changing needs of the curriculum. In 2012, the Elizabeth Smith Hall was opened 

by a former pupil, the ballerina Marion Tate. The Hall provides excellent facilities for hosting seminars and lectures, as well as being an 

excellent, air-conditioned environment in which pupils sit public examinations – and the Prep Department have their weekly assemblies 

in there. Most classrooms have been enhanced through the installation of “teaching walls” with integrated interactive digital equipment. 

All pupils have access to excellent facilities, the latest of which being a brand-new music suite and school library.  

 

GENERAL ACADEMIC INFORMATION 

Entry to the School at all levels is by assessment and interview. In recent years, the School has developed an outstanding record of academic 

success in public examinations. In the Senior School, pupils take up to 10 GCSEs with the best mathematicians also taking the OCR Free-
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Standing Mathematics Qualification ‘Additional Maths’. The 2020 GCSE results were again excellent, the School achieved 66% A*/9/8 and 

87% A*/9 to A/7.  

PERSONAL QUALITIES 

The successful candidate will be a team player with a positive approach and the ability to establish a good rapport with all pupils. A high 

level of personal organisation and ICT skills are essential in order to build and maintain excellent relationships with parents and to liaise 

with colleagues. All staff members are ambassadors for the School and their department, both within the School and in the wider 

community, and the successful candidate will need to support the ethos of the School epitomised in its motto, “By Love Serve One 

Another”.    

 

HOUSING 

Although the School’s postal address is ‘London’, it is situated in the Borough of Enfield, which has a good stock of affordable housing. 

Some members of staff choose to live in Hertfordshire and the School is within 30 minutes driving distance from such areas as Hatfield, 

Potters Bar, St Albans and Welwyn Garden City. The M25 is a short 10-minute drive to the north and the A406 is a 10-minute drive to the 

south. In addition, good local rail links offer speedy access to other areas of Hertfordshire, including Hertford, which is 20 minutes 

travelling distance by train to Winchmore Hill station with a short walk from the station to the School. 

 

TERMS AND CONDITIONS 

These will be in accordance with the School’s contract. The basic salary will be in accordance with PGHS Pay Scales and will be determined 

by qualifications and experience.   

 

THE PROCESS 

Applicants are asked to complete all sections of the TES online Application Form. 
 


