
 

 

 

 

JOB DESCRIPTION 

 

COMMUNICATIONS MANAGER (x2) 

 

Reports to:  Head of Communications   

 

Responsible to:  The Warden  

 

Contract:  Full-time and permanent  

 

Salary:  Dependent on experience. Salaries are reviewed annually by the School with 

increases effective from 1st September. 

 

Contracted hours: 37.5 hours per week (7.5 per day, Monday to Friday, with an unpaid lunch 

break). 

 

1. Role Purpose 

St Edward’s has a reputation for creative, high-quality marketing and communications activities and 

output. The Communications Manager will play a key role in developing the Department’s activities 

to increase awareness and understanding of St Edward’s amongst all key audiences. With 

responsibilities across all media, and all areas of the School, the Communications Manager will 

contribute to the Department’s activities in support of the School’s strategic objectives.  

 

2. Role Dimensions and Scope for Impact 

The Communication Department comprises of the Head of Communications, two Communications 

Managers (one of which is an additional new role) and two part-time Communications Assistants. It 

is a busy department, and flexibility is essential to ensure that the exceptional experience of being a 

pupil at St Edward’s, as well as news of the broader life of the School, is communicated in a timely 

manner to external audiences. It is a fast-paced working environment, with social and other media 

often requiring immediate broadcast or publication; accuracy and close attention to detail are vital.  

 

3. Principal Accountabilities 

Core Responsibilities 

• To take responsibility for specific areas of the department’s work, including recruitment strategies, 

and local and national marketing initiatives to build the reputation of St Edward’s.  

• One Communications Manager will take specific responsibility for producing the weekly E-

Newsletter, currently built on Mailchimp; and one will take responsibility for the School website.  

• Alongside these core functions, both postholders will have further responsibility for: 

• Producing digital and print materials, including the Prospectus, brochures, magazines, guides, 

videos and podcasts.  

• Managing social media platforms.  

• Overseeing photographers and videographers, including the pupil media team, Teddies on Camera. 

• Digital and print advertising, and proactive engagement with school profiles hosted by partner 

organisations.  

• Event management.  



• Liaison with specific areas of the School, such as our innovative North Wall Arts Centre, our 

Beyond Teddies team (who look after partnerships, community events and fundraising), and our 

Art and Sports Departments, among many others.  

• Both postholders will be required to record statistics relating to the reach and effectiveness of 

communications activities and to monitor feedback.  

 

Other Duties  

• Whilst every effort has been made to explain the main duties and responsibilities of the posts, 

each individual task undertaken may not be specifically identified.  You may be therefore required 

to undertake other tasks and duties that commensurate with the grade and nature of the role 

and/or in the reasonable discretion of the School. 

• This job specification is current at the date issued. It will be reviewed from time by the Bursar to 

ensure that it remains current and the School reserves the right to make reasonable changes.  

 

4. Key Performance Measures 

• Keeping the School website current and accurate, providing the best possible introduction to all 

aspects of the School.  

• Publications and other materials are produced timely and are of a high standard of accuracy.  

• Digital school profiles are kept up to date.  

• Videography and photography are a true reflection of School life.  

• Growth in social media and website engagement. 

 

5. Knowledge, Skills, Experience and Personal Attributes 

Qualifications 

Educated to degree level or equivalent  Essential 

Knowledge and understanding 

Extensive knowledge and understanding of marketing strategies and tactics Essential  

An understanding of the cultural and political context in which independent 

schools operate  

Desirable 

Good awareness of the media and how it functions  Desirable 

IT literacy including knowledge of MS Office particularly Excel and Word  Essential  

Skills 

A watertight grasp of grammar and excellent written English  Essential  

Ability to juggle a number of projects with conflicting deadlines  Essential  

Outstanding organisational skills and accuracy, and close attention to detail  Essential  

Familiarity with photo editing software Desirable  

Experience 

Experience of working in a marketing or communications role in any sector  Essential  

Experience of working in a marketing or communications role in education/the 

independent education sector  

Desirable  

Experience of WordPress  Desirable  

Experience of Mailchimp  Desirable  

Experience of producing digital and printed materials to a budget and tight 

timescale  

Desirable 



Personal attributes 

Commitment to safeguarding children and young people Essential 

Commitment to continuous professional development  Essential 

Willingness to commit to the School’s aims and values Essential 

Commitment to equity, diversity and inclusion and understanding how this applies 

to the role 

Essential 

Enthusiastic, outgoing, friendly and polite  Essential  

A smart appearance appropriate to an externally facing role  Essential  

Ability to relate to people of all ages and at all levels, and to establish proactively 

positive working relationships 

Essential  

Ability to work as part of a team and also to use initiative and work autonomously 

when required 

Essential  

A flexible approach to work and a willingness to carry out a variety of tasks  Essential 

 

6. Confidentiality and Data Protection  

In the course of their employment, staff may have access to confidential information relating to pupils 

and their families and are required to exercise due consideration in the way they use such information. 

Staff should not act in any way which might be prejudicial to the School’s interest.  Information which 

may be included in the category covers both the general business of the School and information 

regarding specific individuals.  A strict code of confidentiality must be adhered to at all times. The 

School is registered under the Data Protection Act 2018 and General Data Protection Regulation 

(GDPR). Staff must not at any time use data held by the School for personal use or disclose such data 

to a third person/party.  

 

7. Child Protection at St Edward’s  

St Edward’s is committed to safeguarding and promoting the welfare of children and young people 

and we aim to create and maintain a safe environment for our pupils, where they feel respected and 

supported.  We expect all staff to share this commitment and to become familiar with our policies 

and procedures for child protection and security. It is a requirement of the Children Act and Care 

Standards Regulations that all employees of the School must receive enhanced clearance from the 

Disclosure and Barring Service. 

 

8. Health and Safety 

The School is obliged, so far as is reasonably practicable to provide safe and healthy conditions and 

safe systems of work for all employees which prevent risk to health, safety and welfare. You are 

required by health and safety legislation to take reasonable care for your own health and safety and 

for the health and safety of others. Employees must not intentionally or recklessly interfere with or 

misuse anything provided in the interests of health, safety and welfare in pursuance of any of the 

statutory provisions. 

 

9. Hours of Work 

The hours of work are 7.5 per day, Monday to Friday, with an unpaid lunch break (giving a total of 

37.5 worked hours per week).  A flexible attitude is required regarding hours of work, to meet the 

demands of the position.  

 

10. Holiday 

Annual holiday entitlement is 25 days per year, plus bank holidays (although please note that bank 

holidays which occur during term time may well be working days, for which time off in lieu will be 



given).  The holiday year runs from 1st September to 31st August and all holiday should be agreed by 

the Head of Communications. As the School closes completely over the Christmas/ New Year period, 

you will be required to take 5 days of your holiday entitlement to cover this period. 

 

11. Pension 

The role is eligible for membership of the School’s pension scheme for support staff. This is a defined 

contribution pension scheme into which the employee contributes 5% of gross salary and the 

employer contributes 8%. 

 

12. Probationary period 

The appointment is subject to a probationary period of three months. 

 

13. Organisation Chart 
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