
 

 
Appointment of a Digital, Design & Marketing Officer 
 
Applications are invited for the post of School Digital, Design & Marketing Officer. The successful 
candidate will be a committed and trustworthy individual, and will be an important member of a crucial, 
hard-working and supportive team. We are seeking a creative, energetic, enthusiastic and ambitious 
individual to increase the awareness and reputation of the School, along with our visions and values and 
to drive recruitment and retention.  
 
Exeter Cathedral School is an independent school for boys and girls aged 3 to 13. The School has day 
pupils and a small number of boarders, and is proud to educate the Choristers of Exeter Cathedral. The 
School was founded over 900 years ago and enjoys a fine reputation. Further information about the 
School can be found at: www.exetercathedralschool.co.uk  
 
Details of the post are given below, and applications should be made by sending an application form 
(available on the School's website) and a brief letter (addressed to the Headmaster) to Mrs Rosie Hankin: 
r.hankin@exetercs.org   
 
Deadline for applications: 12 noon on Friday 27 August 2021 
 
Interview day: Week commencing 6 September  
(The School may interview and appoint at any time) 
 
 
 
 
Job title: Digital, Design & Marketing Officer 
 
Start Date: September 2021 
 
Reporting to: the Communications & Admissions Manager  
 
Contract: part/full-time, permanent, probationary period of 1 year 
 
Hours of work: 5 days a week. Flexibility for School events will be required.  
 
Salary: £25,000 FTE 
 
Benefits: 5.6 weeks holiday by agreement (usually during school holiday periods) including Bank 
Holidays, pension contribution scheme, 30-minute lunch-break (unpaid) with a range of lunch options 
(hot and cold) provided during term time, tea/coffee/ snacks during term time, parking during school 
holidays. 
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Person Specification 
 
Qualifications: 
- Educated to secondary school level or beyond. 
- Appropriate marketing & communication skills. 
 
Skills/ experience: 
- A passion for effective visual communication, photography and film. 
- Excellent design and writing skills and a keen eye for accuracy and detail.  
- An interest in digital and social media.  
- Excellent IT skills, experience of and ability with the appropriate design software. 
- A practical and logical approach to tasks. 
- The ability to work without supervision and to prioritise workload. 
- The ability to work to verbal instruction and requirements, with care, accuracy and attention to detail.  
- A positive and flexible attitude.  
- Able to work independently and as part of a team, willing to help others, whenever necessary. 
- Treats others - colleagues, pupils, parents and guests - with respect, courtesy, and consideration. 
- A willingness to maintain and continuously develop technical proficiency and evaluate and advise on 

emerging digital and marketing trends, technology and tools.  
 
Job Description 
The Communications & Admissions Department covers all aspects of marketing and pupil recruitment 
including strategy, brand management, publications and market analysis.  
 
Reporting to the Communications & Admissions Manager, this post is focused on both external and 
internal communications as well as stakeholder engagement.  
 
You will help promote and enhance Exeter Cathedral School’s reputation by effectively managing media 
relations and coordinating marketing strategies. With the target of marketing Exeter Cathedral School to 
increase pupil numbers in line with the School Development Plan, you will implement the Marketing & 
Communications strategy reflecting the vision and priorities of the School.  
 
The successful candidate will carry out work ranging from proactive and reactive media relations, 
literature design and copy, press releases and creating digital content. Responsibilities and duties which 
fall into the remit of the post-holder include (but are not limited to): 
- Filming and production of videos and photography of School events to the School website, social 

media and associated assets.  
- Maintain a fresh, engaging and dynamic School website.  
- Embrace all aspects of social media to create and maintain and engaging and active presence, as well 

as monitoring and reporting the effectiveness of the presence.  
- Design a range of innovative digital content for the ECS Community including prospective, current 

and past pupils and families.  
- Attend key events (which may possibly be during evenings and occasional weekends) take and edit 

photography, video footage and swiftly share on all digital platforms.  
- Identify, plan and produce relevant and audience-specific audio, video and other assets to improve 

the reach and impact of our message.  
- Actively working with staff to ensure a regular supply of good material for use in the media, across all 

digital platforms and on the School website. 



 

 
 
- Initiating effective and innovative marketing campaigns. 
- Regularly liaising with the Communications & Admissions Manager to ensure campaigns are 

coordinated across the School. 
- Fostering Alumni relations. 
- Ensuring there is a clearly defined and communicated brand. 
- Designing and overseeing creative content including the production and regular updating of high-

quality marketing communications for the School via internal and external written publications, social 
media channels, the School website and press releases.  

- Pursing a wide range of media platforms to communicate and glean information and advising the 
Communications and Admissions Manager of analysis, including suggestions.  

- Ensuring that all marketing, PR and Admissions events project the Schools brand and vision. These 
include: Open Mornings, Speech Day, concerts, performances and sporting events. 

- Monitoring the digital marketing landscape and new trends and integrating those in to marketing and 
communication plans accordingly.  

- Creating innovative digital and hard copy marketing materials for the School.   
- Reporting any concerns about the safety or wellbeing of children to the School's Designated 

Safeguarding Lead without delay. 
- Undertaking any other duties and tasks as may be reasonably requested by the Headmaster. 
 
 
 
Safeguarding: 
ECS is committed to safeguarding and promoting the welfare of children and expects all employees to 
share this commitment. Applicants for this post must be willing to undergo child protection screening 
appropriate to the post, including reference checks with current and previous employers, a declaration 
regarding Disqualification from Childcare and use of the Disclosure and Barring Service (DBS). If you are 
shortlisted, any relevant issues arising from your references will be taken up at interview. 
 
Criminal records: 
Upfront disclosure of a criminal record may not debar you from appointment as we shall consider the 
nature of the offence, how long ago and at what age it was committed and any other relevant factors. 
Please submit information in confidence enclosing details in a separate sealed envelope which will be seen 
and then destroyed by the Headmaster or the Director of Finance. If you would like to discuss this 
beforehand, please telephone in confidence to the Headmaster or the Director of Finance for advice. 
 
Equal opportunities: 
Exeter Cathedral School is an equal opportunity employer. Its policy is to ensure that no job applicant or 
employee receives less favourable treatment because of race, colour or nationality, sex, sexual orientation, 
marital status, age, religion or disability, or is disadvantaged by conditions or requirements which cannot 
be shown to be justifiable. Selection criteria and procedures are frequently reviewed to ensure that 
individuals are selected on the basis of their individual and relevant merits and abilities. All employees are 
given equal opportunities and, where appropriate, special training to progress within the School. 
 
 


