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Box Hill School is a non-selective, co-educational boarding and day school for 425 girls and boys aged 11-

18. Set in 40 acres in the rolling Surrey countryside, the school is situated at the heart of Mickleham village, 

but close to major road, rail and air links and only 40 minutes from central London.  

 

The ethos of the school is anchored firmly in the belief that all pupils should reach their maximum 

potential. They are encouraged, nurtured and challenged in all they do. We believe that a strong academic 

tradition, combined with outstanding pastoral guidance produces well-adjusted young people, ready to 

greet the world with energy, confidence and enthusiasm. The school has a long heritage of delivering first-

class learning in a warm, supportive, holistic and nurturing atmosphere. We aim to promote international 

understanding, democracy, a care for the world around us, a sense of adventure and the qualities of 

leadership and service to others. 

 

The School is led by the Headmaster, Mr Cory Lowde and governed by a board that brings a wealth of 

experience to support the school’s successful and forward-thinking management.  Box Hill School is 

committed to maintaining its distinctive ethos: preparing young people for life by facing it directly within a 

supportive but challenging environment.  It is a school that dares to be different from the normal public 

school mould. 

A Brief History 
The school was founded in 1959 and since then, it has had only four Headmasters, including our current 

Head. This commitment to our school by its leaders shows how special and tight-knit our community is. 

The main building, Dalewood House, was built in 1883 and has a magnificent mix of mock Tudor and Gothic 

styling. Fine wood panelling, hand painted tiles, fireplaces and beautifully crafted and themed stained glass 

windows are features throughout. Externally, the grounds and facilities reflect the growth and 

development of the school through the years. Our most recent new building is the state-of-the-art Sports 

Centre opened in spring 2018 which has significantly enhanced our facilities and opportunities to extend 

our sports provision. 

 

Round Square 
The school is a founder member of Round Square, a worldwide association of schools sharing the 

philosophy of Dr Kurt Hahn – to place academic work at the heart of the school whilst emphasising the 

importance of an all-round, holistic education as preparation for life. 

He inspired a set of principles or IDEALS (Internationalism, Democracy, Environmental stewardship, 

Adventure, Leadership and Service) that are embedded into the Box Hill School way of life. 

Central to this is the spirit of ‘having a go’ whether academic work, performing on stage, scaling a climbing 

wall or taking part in expeditions at home or abroad, all are aimed at unlocking potential in pupils. 

Membership of Round Square gives pupils unparalleled opportunities for travel and adventure, and we 

have a number of on-going overseas aid projects in which they can participate and in exchanges to other 

Round Square schools around the world. 

 

 

Introduction 
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Job Purpose 

Reporting to the Director of Communications and Development and working closely with the Admissions 
team, the Marketing Manager is responsible for all day-to-day marketing activity for Box Hill School. The 
role requires an enthusiastic marketing professional with experience in branding, online marketing 
(website and social media), design and print, PR, advertising and event management. The ability to manage 
multiple projects on deadline and within budget is essential, as are excellent written and verbal 
communication skills. Exceptional attention to detail, strong interpersonal and organisational skills and 
high levels of computer literacy are also necessary for this role. 
 
The role will focus primarily on the external marketing of the school as well as providing marketing support 
for internal events and activities. A people focussed, results-led work ethic is required. 
 
This is an exciting opportunity for a confident, motivated and enthusiastic person to play a significant role 

in helping drive the success of Box Hill School. It will appeal to those seeking a position which makes a 

strong and positive contribution to school life and who ‘buy into’ the ethos of the education we provide.  

 

Duties and Responsibilities 
Media 
Construct an annual promotional plan aligned to the school’s marketing strategy. 

Pro-actively identify and create media opportunities locally and nationally, and liaise with the media as 

appropriate to secure coverage.  

Ensure that Box Hill School is appropriately advertised in line with the promotional plan, including the 
design and supply of artwork. 
Plan and develop a suite of creative executions for use within the promotional plan. 
Maintain the media archive, to include annual media coverage and copies of press releases and editorial. 
 
Events 
Jointly with Admissions, set up Open Events as per the schedule, including all arrangements before, after 

and during the events. 

Assist with school events, specifically with publicity and ticketing. 

Arrange external events and negotiate sponsorship to increase BHS exposure. 
Develop and promote a programme of feeder school events. 
 
Digital Marketing  
Monitor, develop and manage the school’s website ensuring that it is kept up to date. Innovate with new 
ideas to keep the website fresh and dynamic. Manage continuous SEO. 

Develop and implement a social media strategy across all platforms including Facebook, Twitter, Instagram 
and other appropriate media. Champion new ideas and initiatives.  

Monitor and update copy/images for on-line directories and ensure the removal of unauthorised entries. 

Be responsible for the use of film, video and photography across digital channels.  

Create accurate and engaging copy from a range of sources for use on the website, social media and the 
Parent Portal.  
 
 

The Role 
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Publications  
Proactively plan, edit and write content for a variety of internal and external publications.  

Ensure consistency of the school’s brand on all materials.  

Oversee the design and production of all major publications including the prospectus and newsletters.  

Design and print (in house and externally as required) all minor and ad hoc publications including posters     
programmes, leaflets and flyers etc.  

Manage the inventory of key publications such as the prospectus. 
 
Marketing Materials 

Recommend, source and purchase suitable promotional items. 

Ensure that the Reception area and meeting room/s are kept updated with suitable marketing material. 
Regularly update marketing displays around the school.  
Monitor and update signage around the school campus. 
Monitor noticeboards and other display areas around school, liaising with department Heads to ensure 
these are kept up to date and are of a high standard. 
Manage the school’s photo/video library and ensure photos/videos are taken at relevant events. 
 

Other 
Monitor and evaluate the effectiveness of all school marketing activities.  

Manage the marketing budget and ensure activities and publications are delivered as agreed.  
Provide marketing support for the school’s student retention programmes. 

Be the guardian of the school brand and ensure consistency across all media including print, off-line and 
digital channels. 

Assist with preparation for Marketing and Commercial Committee meetings. 
Work collaboratively with the admissions function to ensure a smooth working relationship between the 
two functions.  
Maintain constructive, professional relationships with colleagues within the Office, across the school, and 
with external contacts to ensure delivery of key marketing objectives. 
Carry out such duties as the Director of Communications and Development or the Headmaster may   
reasonably require.  
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Criteria 
 

Essential    
 

Desirable 

Experience First-hand marketing management experience 
in a busy and varied role. 
Proven track record of delivering multiple 
projects to agreed timelines and budgets. 

 

Previous experience gained 
within an educational 
environment. 
 
An understanding of the 
independent schools market. 
 

Specialist 
Knowledge 

All round marketing knowledge – PR, brand 
development, on-line and off-line media, print, 
design, event management, agency/contractor 
management, website development and 
updating. 
First-hand knowledge of maximising digital 
channels. 
Planning and budgetary management.  
Excellent IT skills including a working knowledge 
of Microsoft Office etc. 
 

Use/knowledge of content 
management systems. 
 
Data analysis and reporting. 
Use/knowledge of databases. 
 
Use/knowledge of Adobe 
Indesign. 

Personal Skills Excellent written (including copywriting) and 
verbal communications skills. 
High level of accuracy and attention to detail. 
Diplomatic and tactful with the ability to identify 
and respect confidentiality. 
Excellent organisational and administrative skills. 
Ability to work as part of a team, as well as being 
a highly motivated self- starter, able to use own 
initiative and creatively problem solve.  
Strong interpersonal skills with the confidence to 
build rapport. 
Appropriate level of professional, personal 
presentation. 
Ability to multi-task, prioritise and work calmly 
under pressure. 
Comfortable in representing the school to various 
audiences – parents/pupils/staff. 
Sense of humour. 
Must have a ‘can do’ attitude. 

Confidence in working with young 
people. 

Flexibility Flexible approach to working hours. Willing to 
work occasionally outside of office hours for 
Open Mornings/Evenings and other school events 
as required (may involve some weekend work). 
Willingness to work on both strategic and tactical 
tasks. 

 

Person Specification 
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• Full time role, permanent, all year round, up to 35 hours per week. 

• Normal hours are 9am – 5pm. Some evening and Saturday morning working will be required from 
time to time in support of school events. 

• Lunch is provided free of charge during term time.  

• 25 days holiday per year plus bank holidays. 

• 3 months probationary period, after which the post will be confirmed as permanent. 

• Auto enrolment pension entitlement. 

• Childcare vouchers. 

• The successful applicant will be required to complete a pre-employment medical questionnaire. 

• Salary competitive within the sector and commensurate with the successful candidate’s experience. 
 

 

The Governors of Box Hill School are committed to safeguarding and promoting the welfare of children and 

young people and expect all staff to share this commitment. Applicants must be willing to undergo child 

protection screening appropriate to the post. This will include making an enhanced disclosure to the 

Disclosure and Barring Service. Further details about the school’s policy regarding Safeguarding and 

Disclosure in relation to recruitment and selection can be found on the Current Vacancies page of our 

website www.boxhillschool.com   

 

Applicants are requested to complete the school’s Application Form and Equal Opportunities Monitoring 
Form in full (CVs will not be accepted in place of the completed Application Form but may be included as 
part of the application process).  Please also note that the Explanatory Note regarding our application and 
recruitment process should also be read and can be found on the website on the Current Vacancies page. 
 
Applications should be sent with a covering letter explaining suitability for the role (by post or email) to: 

 
Mrs Jackie Hazeltine 

HR Manager 

Box Hill School 

Mickleham 

RH5 6EU                                                             Tel: 01372 385001 Email: HR@boxhillschool.com 

 

 

The closing date for applications is 11th October 2021 at 9am. Interviews will take place on Thursday 14th 

October and Friday 15th October 2021. 

Child Protection and Safeguarding 

Applications 

Terms and Conditions 

 

http://www.boxhillschool.com/
mailto:HR@boxhillschool.com

