
 

 

 

 

 

 
 

October 2021 

 

Head of Marketing and Communications 
St Paul’s School 

 

Department  External Relations 
 

Line Manager  Director of Development and Communications 
 
Role: 
Reporting to the Director of Development and Communications, the Head of Marketing & Communications 
will be responsible for developing and delivering outstanding communications and public relations 
strategies. The post holder will foster excellent relationships, both internally and externally, and will work 
in close liaison with senior staff throughout the school, alongside closely supporting the Development, 
Admissions, Engagement and Partnerships teams. 
 
With two direct reports, the post will have a 360-degree view of all activities at the School and will ensure 
consistency and brand alliance across the junior and senior schools. We are seeking an experienced, 
creative, senior marketing and communications professional to conceptualise, execute and drive brand 
campaigns, online content website & social media as well as aiding in the delivery of cross departmental 
marketing and development campaigns for the institution. 
 
Key Duties and Responsibilities:  
 

• Marketing & Communications Strategy 
o To develop and deliver an annual marketing and communications operational plan, using 

market research and competitor analysis to influence brand strategy and planning. 
o To develop, manage and oversee strategic communications and public relations across St 

Paul’s School in conjunction with the D of DC, ensuring the key messages and brand story 
remain relevant, differentiated and evident in all parts of the school life. 

o Working alongside the Admissions’ Office to advise on their market and competitor research 
and analysis, by conducting regular market audits, benchmarking and analyses. 

o Define, understand and target parent segmentation and their needs, with particular attention 
to potential bursary recipients.  

o To provide guidance, ideas and direct input, as appropriate, for developing communications 
and marketing activity across all departments, including developing a communications annual 
plan with Parents and Parent Groups. 

o Develop profitable merchandise strategy for the School and Old Pauline Club. 
o Support the development and delivery of the external commercial strategy. 
o Manage the communications and PR budget effectively and efficiently. 

 

• Brand Development 
o To work closely with the Admissions and Development teams to ensure that the school’s 

vision, ethos and ‘brand’ is conveyed consistently, appropriately, and effectively through high 
quality external communications. 

o Build, maintain and drive consistency of brand message and identity internally, across all 
internal communications and educational partnerships.  

https://intranet.stpaulsschool.org.uk/resource.aspx?id=521569
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o Develop annual advertising plan for recruitment and events, targeted to segmented audience 
groups. 

o Keep up to date with matters of compliance and best practice within the sector. 
 

• Publications 
o Develop the annual print planner, ensuring the smooth production of high-quality collateral is 

delivered, on time and on budget. 
o Oversee the production of all branded marketing printed materials, including but not limited 

to: prospectuses, open day literature, welcome packs, events brochures, academic 
publications and newsletters working across departments to ensure consistency and 
effectiveness of collateral. 

o Report on the effectiveness of marketing communications.  
o Support the Development team with building the communications strategy for fundraising 

activity. 
o Oversee the production of the fundraising materials on and offline.  
o Oversee the production of the School’s Development annual report. 

 

• Online communications 
o To lead the continual development of the School’s online systems, ensuring consistency of 

message and style, to include the School’s website, Alumni website, St Paul’s Connect, Parent 
Portal and Intranet and the partnership website, West London Partnership. 

o Oversee the development of the school and alumni social media channels, to create engaging 
content across the School and Alumni online platforms, identifying new channels which 
complement the brand objectives. 

o Plan, devise and manage the implementation of fresh, dynamic website content, to include 
video, podcasts and blogging. 

o Identify streamline integrations to enhance the user experience.  
o Build, monitor and report on website analytics, SEO and internet marketing activity. 
o Ensure online profile of the school is aligned with new key messaging, across all online school 

directories and other external websites. 
o Oversee the development of social KPIs and content strategy to reach all audiences across the 

correct channels. 
 

• Communications and Public Relations 
o To liaise with, and answer enquiries from, the media and other external individuals and 

organisations with sensitivity and suitable judgment, including creating and selling in press 
releases. 

o Devise and deliver an annual multi-channel communications strategy. 
o Build and maintain excellent press journalist relationships, proactively feeding out feel good 

stories and efficiently responding to editorial requests. 
o Identify good news stories and work alongside internal departments to create content and 

engage in wider topical conversations. 
o Building the profile of key internal staff members in conjunction with the D of ER. 

 

• Events and Photography 
o Attend internal and external events throughout the year to support the promotion and 

development of the School, and to report on these events as appropriate. 

https://intranet.stpaulsschool.org.uk/resource.aspx?id=521569
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o Ensure that the image library (DAMS) is regularly updated and has fresh stock of images, 
photos, videos, and check appropriate archiving of digital and print material with the School’s 
archivist. 

o Work with the events team to ensure that events are captured photographically and built into 
the social content calendars. 

 

• Old Pauline Club 
o Develop communications strategy for the Old Pauline Club website, magazines, e-

communications and social media channels. 
o Develop and oversee the production of the monthly Old Pauline newsletter. 
o Develop merchandise strategy to enhance sales across the Old Pauline Club. 
o Work with the editor of the Old Pauline magazine to develop and execute engaging content 

strategy encompassing key messages and targeted editorial for the Old Pauline Club. 
 

• Working with external partners/agencies 
o Monitor contracts with external print, digital, uniform and merchandise suppliers, maintaining 

excellent relationships to deliver an exceptional service. 
o Chair volunteer groups/committees when required. 

 
All staff have a responsibility and duty of care to safeguard and promote the welfare of pupils. Staff must be 
aware of the systems within the School which support safeguarding and must act in accordance with the 
School’s Safeguarding & Child Protection policy and Code of Conduct.  Staff will receive appropriate child 
protection training which is regularly updated.  
 
Person Specification: 

• Excellent communication skills, both written and oral.  

• Numerate, with strong appropriate IT skills and a keen eye for detail. 

• Qualification to degree level and relevant experience in marketing and communications. 

• Ability to build, manage and motivate cross functional, mixed skills, team. 

• Hardworking, driven and flexible and good at dealing with a multi-faceted workload.  

• An enthusiastic and positive attitude.  

• Highly accomplished in the area of inter-personal skills with a proven track record of building 
trusted relationships with a wide variety of individuals including sophisticated and diverse alumni, 
parents, benefactors and potential benefactors of all ages and nationalities.  
 

Essential skills and experience: 

• At least 5-10 years’ communications or marketing experience, preferably working within a school 
setting.  

• A track record of creating and delivering sophisticated marketing materials and communications 
content across multiple channels. 

• Very strong IT skills, working with Content Management Systems (Wordpress), Email marketing 
systems (MailChimp and School Post), CRM databases (ISAMS, Parent Portal, Raiser’s Edge). 

• Highly proficient with Microsoft Office, Excel, PowerPoint, Google Docs.  

• Understanding of how social media tools can enhance the efficacy of the St Paul’s communications 
strategy. 
 
 

https://intranet.stpaulsschool.org.uk/resource.aspx?id=521569
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Desirable skills and experience:  

• Knowledge of desktop publishing and design tools (eg. Photoshop, InDesign, Illustrator etc). 

• Knowledge of working with a sophisticated CRM database – preferably Raiser’s Edge.  
 
Background and Terms of Employment: 
Our founder John Colet opened the doors to St Paul’s School in 1509 to educate boys regardless of race, 
creed or social background. We are committed to our founder’s vision and offer financial support to every 
boy who is successful in gaining a place at the school on academic merit and fulfils the means-tested 
bursary criteria. The quality of a St Paul’s education is dependent upon the quality of its staff so we recruit 
high quality people and look after them well. St Paul’s embraces diversity, inclusivity and equal opportunity 
and we are committed to building a team that represents a variety of backgrounds, personalities and skills. 
 
We hope that working at St Paul’s might be right for you. The atmosphere is relaxed, friendly, supportive 
and purposeful. We are a thriving organisation that draws upon a wide range of different skills, 
qualifications, roles and responsibilities, whether teaching or other support staff and personal professional 
development for all staff is a high priority. Our pay and package are generous by sector norms and includes 
the following: 
 

• Salary 
  Excellent salary and benefits package, dependent on qualifications and experience. 

 

• Hours of work 
Monday to Friday, 9am - 5pm, with the expectation of some evening and the occasional weekend 
work.  

 

• Holidays 
25 days per annum plus 8 Bank Holidays. Annual leave should usually be taken during School 
holidays (term dates can be found here: http://www.stpaulsschool.org.uk/info/term-dates) 

 
The School normally closes for a period over Christmas, the dates of which are agreed by the Executive 
Team every year. This closure period may result in additional non-working days; however, this is non-
contractual and does not affect annual leave entitlement. 

 

• Benefits * 
o 25 days of annual leave plus 8 UK Bank Holidays. After 5 years of employment, annual leave 

entitlement increases to 27 working days (or pro rata equivalent). This increases to 30 working 
days (or equivalent) after 10 years of employment. 

o A generous Stakeholder pension scheme. 
o Death in Service Benefit 
o Free daily hot lunches including vegetarian options, bistro dishes, soup and salad bar, and hot 

drinks and snacks supplied throughout the day. 
o Employee bicycle scheme, where a bicycle suitable for commuting will be supplied, or the cost 

of purchase reimbursed, by the School to the value of £500. Bike mechanic visits site regularly 
to maintain the bicycles. 

o Use of sports facilities, including swimming pool, gym and staff changing rooms and showers. 
o Employee Assistance Programme; an independent, free and confidential advice service that can 

offer both practical advice and support on topics such as Debt & Finance Support, Legal and Tax 
Advice, Family Care and Mind and Body Support. 

https://intranet.stpaulsschool.org.uk/resource.aspx?id=521569
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o Free parking on site. 
o Policy for funding external professional development. 
o Access to school counsellors, doctor and physiotherapist. 
o Annual flu vaccination. 
o After one years’ service, part remission of tuition fees for children of employees (subject to 

competitive entry procedures). Please note this is not a contractual entitlement and the 
Governors reserve the right to vary the rate of remission or to withdraw it altogether. 

o Reimbursement for costs of eye-sight tests and contributions towards glasses for VDU work. 
o Brand new, state-of-the-art buildings, and a large and comfortable Staff Room. 

 
* Subject to terms and conditions 

 

https://intranet.stpaulsschool.org.uk/resource.aspx?id=521569

