
 

COMMUNICATIONS & MARKETING EXECUTIVE 

The Role 

 

The Communications & Marketing Executive will have been working 
in a marketing capacity for at least 3 to 5 years and have a solid 
understanding of the role of marketing within a business.   They 
must be creative, energetic and pro-active, happy to help out with 
all levels of work from database development to helping execute 
engaging content across a range of mediums.  

 

The Communications & Marketing Executive will be a self-starter 
with ambition to make a significant impact in the role and be able 
to work both as part of a team and independently. The person will 
be able to develop a positive rapport with colleagues, show strong 
influencing skills and possess excellent writing, analytical and 
reporting skills. 

 

The role is permanent and full time and benefits include a 
competitive salary, complementary school lunches, fee reduction 
for children attending the school and contributory pension scheme. 

 

  



 
 

Communications & Marketing 
Executive 

Job Description 

Reporting to Director of Marketing & Admissions  
 

Main Purpose 
To deliver high calibre communications and quality 
engagement across all key audience sectors.   

 
Key Responsibilities 
• Lead the delivery of Embley’s social media, digital 

content and video strategy and help deliver a high end 
digital online presence, through SEO, Google Analytics 
analysis, Google My Business pages and social media 
platforms 

• Assist in scheduling, planning social media and 
researching content strategy opportunities including 
regular posting to various platforms 

• Develop and manage innovative and creative content 
campaigns across multiple channels 

• Build a content plan for social media development  

• Help to manage the production of the school’s live 
streaming events coverage 

• Lead on video production, scriptwriting, filming where 
appropriate, editing and/or briefing and managing 
freelancers 

• Produce videos to support the school’s marketing 
campaigns 

• Assist with the gathering, creation and editing of news 
stories for publication on the school website, social 
media and in printed materials 

• Write news stories and press releases   

• Proactively encourage contributions of news from staff 
and pupils 

• Assist in the production and collation of information for 
printed materials, prospectuses, leaflets, newsletters 
and termly publications  

• Update and maintain entries on online directories and 
sites  

• Assist with the preparations for key marketing events 
including Open Days, working closely with the 
Admissions team and Events Co-ordinator 

• Regularly review other schools’ activity and changes in 
the competitive marketplace  

• Maintain monthly reporting, including Google Analytics 
and social media management  

• Support the development of the school’s website  

• Contribute to the development and implementation of 
the school’s marketing strategy 

 
 

 
Person Specification 
The successful candidate will be likely to fit the 
following profile: 
• Educated to degree level or similar, ideally with a 

Marketing degree, or CIM qualification (or equivalent) 

• A number of years’ experience working in marketing 

within a commercial environment  

• Expertise and experience of working with Wordpress 

sites   

• Excellent verbal and written communication skills and 

strong IT skills 

• Ability to build strong working relationships at all levels 

• Ability to work both independently and as part of a 

team  

• Good time management with the ability to work under 

pressure and prioritise as necessary 

• Strong organisational and planning skills with the ability 

to prioritise a busy workload 

• Strong creative flair to develop new ideas and 

contribute to the marketing and communications 

strategy 

• Understanding and appreciation of independent 

education 

• Experience of working with a wide range of digital 

media  

• Excellent copywriting capabilities with the ability to 

quickly produce high quality work tailored to audiences 

• Awareness of trends and best practice in digital 

communications and marketing 

• Experience of monitoring, evaluation and analysis in a 

previous role 

• Experience of CRM systems, including Hubspot 

• Experience of multi-channel marketing especially 
digital 

 
It is the nature of the work of Embley that tasks and 
responsibilities are, in many circumstances, unpredictable 
and varied. This job description is not necessarily a 
comprehensive definition of the post. All staff are 
therefore expected to work in a flexible way when the 
occasion arises and undertake tasks that are not 
specifically covered in the job description.  
 
The job description will be reviewed once every year (as 
part of the appraisal process) and it may be subject to 
modification or amendment at any time after consultation 
with the holder of the post 
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