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Message from the Headmistress

Dear Candidate

Thank you for taking an interest in the role of Communications Officer at Badminton School. We are a thriving 
day and boarding school, which has remained at the forefront of girls’ education for over 160 years, and we are 
excited to see how the successful applicant for this role will bring forward their ideas and energy to support our 
Development, Alumnae and External Relations Department.

I hope that you find this brochure helpful and informative, but, should you require any further guidance, please 
do contact our HR team who will be happy to assist further.

I look forward to receiving your application. 
 
Mrs Rebecca Tear 
Headmistress
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Communications Officer 
Job Description
Hours
This post is required to work 30 hours per week predominantly during Term time (40 weeks per annum).

Salary
Salary will be in the range £16,417 - £19,153 per annum (full time equivalent £24,921 to £29,074 per annum).
Badminton operates its own pay scale. Staff joining Badminton School are assimilated on to the Badminton 
Scale at a point appropriate to their qualifications and experience and the post to which they are appointed. The 
School offers membership of a contributory pension scheme and has a contractual sick pay scheme.

The Department 
Development, Alumnae and External Relations, and communication sit alongside the Marketing and Admissions 
Teams ensuring the positive promotion of the School, including via the School websites, social media, 
management of databases, information systems and regular communications to our community. They work 
closely with the School’s Development Committee, which oversees the Thrive@Badminton Campaign, raising 
funds for School advancement, as well as longer term fundraising for bursaries and other such  
school-wide initiatives.
The aim in all these aspects is to develop and maintain lasting relationships with our pupils, former pupils and the 
wider Badminton community.

Aim of the role 
The Communications Officer will support the School in its endeavour to make a strong and vibrant lifelong 
network, ambitious expansion and development plans, significantly increasing engagement with the School’s 
wider community in order to build the School’s profile, reputation and expand our global network. 
 The Communications Officer will assist with the planning and coordination of whole School communications, 
activities, events and publications directed towards the School’s alumnae and wider community. The aim of the 
role is to build excellent relations and encourage engagement with the School in a variety of ways.

Key Responsibilities of the role include:
•   to lead on social media and digital communications with stakeholders;
•   to work with the External Relations Manager (ERM), liaising with colleagues as required and providing support 

in all areas of School communications and development;
•   to play an important role in building and strengthening relationships with the School’s key stakeholders 

(primarily alumnae, past and present parents, donors, past and present staff, pupils and Governors) through 
organising and managing events, instigating communications and running lower-level fundraising programmes 
under the direction of the ERM; 

•   to be a team player able to initiate projects and ideas, as well as take direction;
•   to support the ERM and EA to the Head, Head and Development Committee.
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Job Description

Accountability
The role reports to the External Relations Manager and EA to the Head (ERMEA).
All Support Staff are responsible to the Senior Deputy Head (Academic) on academic matters, to the Deputy 
Head (Pastoral) on pastoral matters, welfare and safeguarding, to the DFO on matters of discipline and 
ultimately to the Head.

Main Duties
•  To support the School’s long-term strategic plan for development and alumnae.

Development / Communications
•   Write and compile the quarterly alumnae/friends’ digital newsletter, including sourcing stories, photographs 

and writing features;
•  Develop ideas to maximise readership across all demographics;
•   Implement and maintain the Department’s digital marketing strategy to ensure the effective use of the School’s 

online alumnae social networks (currently: Toucan Tech, Facebook, Instagram, Twitter and LinkedIn) for 
alumnae, friends and external relations generally following School style guide;

•  Drive up participation across all platforms through creation of regular, engaging content;
•  Assist with engaging with former pupils to develop a thriving network;
•  Assist with the development of the alumnae/friends/development pages on the School website;
•  Responsible for writing press releases relating to the School’s alumnae activities for use across different media;
•  Correspond with, and manage requests and queries from, alumnae/friends and the wider community;
•   Assist with managing all external relations communications, including organising mailings and running  

mail merges;
•  Ensure that current pupils and parents are kept informed of School projects and achievements.
•   Responsible for the gathering, storing, editing, proofing, publication and distribution of the whole School 

annual magazine; 
•   Own key communications such as the Alumnae/friends publications, donor reports and brochures or similar 

and supporting the Development Committee / external relations in this regard as required; 
•  Responsible for the School’s archive and management of this.

Data Management
•  Work collaboratively with the Senior Administrator who oversees the Toucan Tech (or other) MIS;
•  Follow best practice in GDPR to assist with keeping alumnae data and records up to date;
•   Assist the Senior Administrator with maintaining, amending, and ensuring the integrity of the School’s alumnae 

records on the Toucan Tech database;
•   The post holder is responsible for processing stakeholder data including update alumnae records and 

supporting the External Relations Team in the delivery of engagement programming such as events  
and communications;

•   Support the objective to restore contact with a significant proportion of the School’s missing alumnae and 
record their data.



4

Job Description
Event Planning and Management
•   Responsible for planning, publicising and executing an annual programme of alumnae events which maximises 

attendance and generates goodwill towards the School;
•   Assist the Marketing and Admissions Managers with overseas trips and lead on events that pertain to alumnae/

development, including supporting Marketing and Admissions events as and when required; 
•   Responsible for producing invitations and organising catering and all other elements necessary for the 

successful running of alumnae/development/similar events;
•   Responsible for seeking regular feedback from stakeholders and recording lessons learned to constantly 

improve the School’s events;
•   Encourage alumnae and other key stakeholders to visit the School to strengthen ties with the School;
•   Oversee key alumnae events such as the annual London Drinks reunion and at Celebrating Badminton Day.

Development
The role supports the Development activities in the School:
•   Liaison is required with alumnae regarding donations of any kind and the Communications Officer would be 

expected to support this process; 
•   Oversee Gift Aid with regards to all donations received by the School and report accordingly to the  

Finance Manager;
•   Undertake research to increase knowledge of potential donors and ensure recording on the database to be 

used for future promotional work;
•   On receipt of data from database, summarise findings in articulate reports as required by Senior Leadership or 

Governors.

Sixth Form /New Alumnae
•   Coordinate with the Head of Sixth and relevant teachers to welcome alumnae to the School for events such as 

talks, lunches, or career-focused seminars;
•   Communicating with alumnae to request that they support diverse careers areas such as work experience, 

apprenticeships or Gap year placements;
•   Informing each year’s School leavers about the alumnae relations programme of events, publications, online 

media and services, and ensuring their contact details are collected for future engagement;
•   Help plan and implement the Leavers’ Reception Evening for this purpose.
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Job Description
General
•   Work effectively with the Development office, Marketing, Admissions, all Departments in School and  

wider community;
•   Occasional attendance at events, which may be in evenings or at weekends, will be required;
•   Carry out any other duties appropriate to the position as directed by the Head, External Relations Manager, 

Marketing Manager & Admissions Manager;
•   The successful candidate will also have thorough knowledge of compliance legislation, e.g., the Data 

Protection Act, GDPR, Gift Aid and their relevance to fundraising and alumnae engagement;
•   We are looking for enthusiastic candidates who are used to working to demanding deadlines, have excellent 

organisation skills and can prioritise tasks and projects;
•   The successful candidate will establish and maintain a cross-school network of key contacts relevant to the 

needs and interests of alumnae in their ongoing relationship with School. 

This is not an exhaustive list of tasks and all staff are expected to carry out any task reasonably requested. 
Further details of the responsibilities and duties of staff may be found in the Staff Handbook. 

This job description is subject to regular discussion and review.
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Person Specification
•   Educated to degree level or equivalent work experience preferred; 

•   Excellent interpersonal skills and the ability to build relationships with a variety of stakeholders;

•   Excellent written and oral communication skills and meticulous attention to detail;

•   Ability to manage multiple projects/events and plan, organise and determine own workload to meet  
tight deadlines;

•   Ability and willingness to support colleagues;

•   Confident in using digital and social media platforms;

•   Highly IT and numeracy literate with the ability to manage the school’s development database;

•   Holds a high standard of written and spoken English in order to produce high quality literature, articles, 
supportive paraphernalia and outward reaching material;

•   Be a befitting ambassador of the School at key events and in day-to-day interaction with the wider community, 
upholding a high standard of personal presentation; 

•   A proactive attitude and ability to use own initiative; 

•   An understanding of the independent education sector;

•   Experience of fundraising/development preferred but not essential; 

•   A creative and logical approach to work, with the ability to take the initiative, be proactive and work accurately 
under pressure;

•   Effective time management and ability to deliver to deadlines;

•   A team player who is confident with a professional disposition who articulately upholds the values  
of the School; 

•   A willingness to travel for events and to work outside normal working hours.
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Application Process 
Application Deadline
Thursday 26 August 2021 - 12 noon. 
References will be requested for all long-listed candidates after this date unless prior agreement has been made 
with the HR Manager.
Interviews will take place as soon as possible after the closing date.

Candidates should download the Application Form from the School website here.
All applications to be sent to the HR Manager: hr@badmintonschool.co.uk
We would be grateful if you could complete the monitoring form and return this along with your application.

It is School policy that we write for employment references during the selection procedure and we may approach 
any previous employers for information to verify particular experience or qualifications, before interview. All 
applicants will be asked the reason for leaving previous roles if this is not explained on the application form. 
Applicants will be asked to confirm that they have not been disqualified from working with children. Any gaps in 
employment will be explored at interview.

The offer of a post will be made subject to satisfactory written references, health declaration and enhanced  
DBS check.

Please note that if you are unsuccessful at the interview stage, we will not provide feedback on your 
performance.

Thank you once again for your interest and we look forward to receiving your application. 

https://www.badmintonschool.co.uk/our-community/current-vacancies
mailto:hr%40badmintonschool.co.uk?subject=
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Additional Information
The School underwent an ISI Regulatory Compliance Inspection in April 2018; the full report is available via a 
link from our website www.badmintonschool.co.uk or from the ISI website www.isi.net. We hope that the report 
will enable you to understand more about Badminton School and encourage you to submit an application. 

All posts in the School are offered subject to the receipt by the School of satisfactory references, verification 
of qualifications cited by candidate, proof of a right to work and subject to the completion of a satisfactory 
probation period. Candidates are advised to disclose any possible impediment to appointment at the time  
of interview, as failure to do so could result in an appointment not being confirmed or being rescinded.
In the education sector, we have a responsibility to safeguard young adults and children in our care. Under 
current legislation, we are required to obtain full employment and education history including dates, as uch 
please ensure that any gaps in your employment history since the age of 16 years are explained. Failing to do this 
will cause unnecessary delays in the processing of your application.

Commitment to Safeguarding
Badminton School is committed to safeguarding and promoting the welfare of children and young people, and 
expects all staff and volunteers to share this commitment.  All staff have a responsibility for promoting and 
safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come 
into contact, and are required to adhere to the School’s Safeguarding Policy and related procedures.  
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, he or she must report any concerns to the Designated 
Safeguarding Lead or other appropriate person as set out in the Policy.

To read the Badminton School Safeguarding Children Policy, please click here where you can download  
the policy.

https://www.badmintonschool.co.uk/about-us/inspection-reports-and-school-policies
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Badminton Benefits
What it is like to work at Badminton School?

Big enough to matter,  
small enough to care

Friendly 
colleagues All girls

Homely environment

Supportive culture

Cycle to work 
scheme

Pension scheme  
from day one

Free School lunch

On-site parking
Online learning/training

Central Bristol location

Social 
calendar

Free use of sports 
centre, pool, gym  
and tennis courts

Generous  
holidays

Girls aged  
3 – 18 years  
on one site

Internal and external 
professional development

Staff induction 
programme 
and mentoring 
scheme

Consultation and communication  
via our Staff Forum and Council

Dedicated 
support staff

Initiatives to 
support and 
promote staff 
wellbeing

Quality IT environment  
for teaching staff
Line management  
opportunities

Diverse and international 
yet also local

Boarding and 
Day School

Beautiful grounds and  
well-maintained buildings

Ambitious and  
high-achieving pupils

Disciplined 
yet informal 
teaching 
environment

Concessionary School fees for staff with daughters
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Badminton School

Badminton School is an independent day and boarding school for girls aged 3 – 18 years. Its location in 
Westbury-on-Trym on the leafy outskirts of the university city of Bristol provides all the amenities and 
opportunities of a diverse city, mixed with the green open space of the surrounding areas. The School itself  
has an enviable sense of community, which is felt the moment you step through the gates to the enclosed 
campus of beautiful buildings and pleasant gardens. 

The School consistently achieves impressive academic results, which enables the girls to access a wealth of 
world-class universities, music conservatoires and art colleges. Badminton has a holistic approach to learning and 
girls are encouraged to develop as individuals, pursue their own interests and expand and explore their ambitions, 
both in their academic work and co-curricular activities. The aim at Badminton is to encourage the pupils to 
become curious, confident and enthusiastic learners within a community that is supportive, friendly and fun!

In the recently published and highly influential Sunday Times “Parent Power” report, Badminton was once again 
in the top 20 Independent Schools for girls in the country and was ranked third best Independent School of any 
type in the South West.

The happiness and welfare of our pupils is paramount to everyone at Badminton. We currently have around 500 
pupils in our strong community; small class sizes mean that there is a focus on the pupils as individuals, leaving no 
opportunity for anyone to be anonymous. Awareness of responsibility is cultivated and the community code  
of conduct makes pupils aware that other people matter. The pupils’ mutual respect and support for not only 
their peers, but also for the whole community, goes right to the heart of the School’s ethos.  

In the Junior School there are approximately 130 girls, most of whom are Day Pupils; in the Senior School there 
are over 375 girls of whom approximately half are Boarders.
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The School’s Vision and Values

Vision 

Values
•   To provide an education which nurtures intellectual curiosity and which is challenging and fun, balancing 

academic excellence with fulfilment of individual potential in the arts, sport and co-curricular activities.

•   To provide pastoral care which teaches respect and tolerance for the whole community and requires each  
girl to take responsibility for herself and others. To create opportunities for every girl to make a contribution  
to the wellbeing of the School and genuine mutual support.

•   The international mindset of the School aims to create an awareness of the needs and concerns of society  
at local, national and global levels.

•    Badmintonians leave the School as curious, confident and courteous individuals who will thrive in a 
competitive, global society.

•    Badminton respects the past and looks to the future, ensuring good stewardship of the Badminton name,  
the campus and the School’s world-class reputation.

“Badminton provides the best preparation  
          for girls living and working in a global society.”

A Level (Upper Sixth) 2021 2020 2019 2018

Grades A*/A 79% 67% 56% 56%

Grades A*, A, B 92% 90% 85% 73%

Average subjects per candidate 3.4 3.1 3.2 3.2

GCSE (Year 11) 2021 2020 2019 2018

Grades A*- A/9 – 7 (includes 9-7 for 2017/18 onwards) 77% 85% 78% 87%

Grades A*- B (includes 9-6 for 2017/18 onwards) 90% 94% 88% 96%

Average subjects per candidate 9.8 10.1 10.2 9.9

Junior School to Senior School 2021 2020 2019 2018

Retention rates 79% 79% 79% 86%

School Results and Achievements 
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Why Bristol?
7 reasons why it is one of the best cities in which to live and work*

      Quality of life
Bristol has something for everyone, from idyllic landscapes  
to a host of trendy bars and restaurants. In recent years, this 
has been supplemented by low unemployment, excellent 
public services and falling crime rates. The city is a hub of 
cultural activity, home to a thriving technology scene and  
a host of big-name companies.

Local economy
Continued investment in Bristol shows 
confidence in the area remains high. 
The local economy is expected to keep 
growing for the next few years.

        Location and transport
In Bristol you are only ever a  
short drive away from gorgeous  
beaches and scenery, whilst  
journeys to London, Cardiff,  
Plymouth and Birmingham  
can all be made in under two  
hours via the train. The M32  
runs directly into the centre,  
with the M4 and M5 close by.  
Buses serve the city centre  
well too. 

Cycle everywhere
Bristol was the UK’s first cycling city. You only  
have to look outside to see how cycling mad the 
city of Bristol is. There is an impressive number  
of urban cycle routes and the first bit of the 
National Cycle Network was built  
right here in our city.

       Culture
There are plenty of attractions  
in the city, notably Bristol Zoo, 
Brunel’s SS Great Britain and the 
Clifton Suspension Bridge, along 
with a host of parks, museums, 
religious sites and activity centres. 
Looking for somewhere to eat and 
drink? Bristol has long enjoyed  
a reputation as having one of  
the best food scenes  
in the UK.

Parklife
Bristol has got some of the 
best green spaces around; from 
Brandon Hill to the Downs, take 
your pick. And the city works 
hard to keep them nice  
and clean.

2

4

1

3

65

*According a Survey in the Sunday Times in 2017, Bristol was the best place to live in the UK. 

7      Sustainability
Bristol was the first British  
city to be named European 
Green Capital in 2015. Bristol 
is a place where people care, 
where you can do your bit 
to protect the environment 
by learning more about 
sustainability. Join one of many 
sustainability campaigns or 
local charities and grab the 
opportunities to get involved 
and make a difference. 
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