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Communications & media 
manager



The department

External Relations is a relatively new department, which sits at 
the core of the school and includes communications, admissions, 
development and alumnae relations. Its explicit and stated aim   
is that ‘the school will be distinctive and understood, allowing it  
to attract a diverse intake of pupils and staff, and to influence 
wider debate’. 

Central to this is ensuring that the school’s broader vision of 
‘Finding space to pioneer’ is both articulated and delivered. It is  
an exciting new department which has brought previously separate 
functions together, facilitating consistency of messaging and that 
synergies are fully exploited. The communications manager plays  
a central role in co-ordinating these activities.



The role

• To work closely with the director of external relations in developing the school’s 
communications strategy and co-ordinating the communications and marketing 
activities across the school

• To work with the director of external relations to develop and implement an 
effective and appropriate communications strategy to ensure the school remains 
competitive in the marketplace 

• To develop and be responsible for the school’s website, (design, content, 
architecture and navigation), commissioning much of the editorial content and 
ensuring that it remains up to date and on message

• To work closely with the admissions department with respect to the recruitment 
and retention of pupils, including marketing to feeder schools, prospective 
current and past parents and students, friends of the school, staff and alumnae 

• To help co-ordinate and develop a marketing, communications and publicity plan 
for open days and events

• To work closely with alumnae officer and development manager to ensure 
consistency and compelling messaging



Summary of responsibilities

• To commission and produce marketing material for the school, liaising with external 
designers where necessary for all production issues and overseeing and proof-
reading all content for final copy. 

• To edit and produce school publications including internal booklets, newsletters and 
magazines, prospectuses and other promotional material) 

• To be responsible for school’s social media accounts, posting regularly and looking 
for opportunities to raise awareness of the school

• To work closely with alumnae officer and development manager to ensure 
consistency and compelling messaging

• To liaise with staff searching out information for public relations purposes to 
ensuring that press opportunities are maximised. To be the point of contact for the 
media, to establish a relationship for press releases and advertising and to act as the 
co-ordinator following such releases 

• To manage administration and provide content for digital signage systems

• To undertake design and final production work on request from other departments 
for various internal and external materials

• To participate in the school’s digital strategy group to contribute to innovation in 
CLSG’s digital capability internally and externally



Person specification

Please find below the qualifications, experience and technical skills required to   
undertake this post. 

Professional qualifications, education and training

• Educated to degree level or equivalent and significant and demonstrable experience
 of working in a communications or marketing department in a school or similar   

 environment  (A, I) 

• Excellent verbal and written communication skills (A, I)

• Evidence of creativity (I)

• Ability to translate strategies into deliverable outcomes (I)

• Excellent Microsoft Office skills and data base management experience. (I)

• The ability to juggle multiple projects and demands

Knowledge and experience required

• Experience of creating marketing strategies or campaigns 

• Marketing experience or qualification

• Adobe Creative Suite experience (eg InDesign, Photoshop, Illustrator)

• Digital marketing platforms

• Strong analytical, strategic and creative thinking skills, including clear knowledge and 
experience of marketing policy and practice in a school or equivalent environment 
and the ability to develop and improve these, with the ability to become familiar 
with key issues quickly and confidently to propose solutions best suited to the 
organisational needs of the Admissions at CLSG (A, I)



Person specification (cont)

• Ability to lead and manage staff and processes (I)

• Excellent interpersonal and communication skills including the ability to 
relate well to people on all levels with sensitivity, tact and diplomacy and to 
build and sustain effective working relationships at all levels internally and 
externally and work collaboratively and proactively with senior colleagues 
across CLSG and the feeder schools’ network to achieve outcomes and 
results in admissions (A, I, T);

• Highly proficient ICT capability, numeracy and statistical skills; able to 
interrogate and apply inferences from data (T)

• Excellent command of written and spoken English essential (I,T)

• Experience and knowledge required, including budget holding experience  
if appropriate

• Experience of shaping and delivering a successful admissions process in an 
independent school, advising the Head and SMT on the market and how to 
influence it and giving clear direction to key stakeholders in order to achieve 
key organisational outcomes (I)

• Organisational and administrative skill, with the ability to remain calm under 
pressure and work to tight deadlines whilst maintaining flawless attention  
to detail (I)

• Strong event management (including organising and delivering successful 
open events, taster days and the like) and being a key communicator   
at events (A, I)

(A) Application form, (I) Interview (T) Test



Staff development and benefits

Salary for the post is in the range £37,700 - £42,690 (salary grade D)
per annum inclusive of all allowances.This is a full-time permanent role.

A contributory pension scheme is available for support staff. 

The school is thoroughly committed to supporting the professional 
development of staff and we believe that staff learning is as important 
as pupil learning at CLSG.  

Annual season ticket loans, cycle loans, shopping discounts and 
reductions on ticket prices at the Barbican are among the range of 
benefits available to all staff. The school offers a free and confidential 
employee assistance helpline.



Conditions of service

The school is an equal opportunities employer. The school welcomes applications 
from all suitably qualified persons regardless of their race, gender, disability, religion/
belief, sexual orientation or age.  

CLSG is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment. All applicants should read the 
school’s child protection policy, which is available on the school’s website, and are 
required to declare any criminal convictions or cautions, or disciplinary proceedings 
related to young people.   

All appointments are subject to satisfactory references and checks, including 
verification of identity, qualifications and right to work in the UK, a satisfactory 
enhanced Disclosure and Barring Service certificate, medical clearance and overseas 
checks (where applicable). Applicants should be aware that the school may approach 
any previous employer to seek a reference.    

It is a condition of appointment that employees for whom new DBS certificates are 
obtained are subscribed to the Disclosure and Barring Update Service, and give the 
school consent, whilst they remain in employment, to carry out regular checks via this 
service on the currency of their certificate.  

Once appointed, the post-holder’s responsibility for promoting and safeguarding the 
welfare of children and young persons for whom s/he is responsible, or with whom  
s/he comes into contact will be to adhere to and ensure compliance with the school’s 
child protection policy at all times. If in the course of carrying out the duties of the 
post the post-holder becomes aware of any actual or potential risks to the safety 
or welfare of children in the school s/he must report any concerns to the school’s 
designated safeguarding lead (deputy head, pastoral) or to the Headmistress.   



How to apply

Kindly note that due to the recent lockdown our usual timescales for recruitment have had to be compressed. 
The school reserves the option to shortlist as applications arrive and ahead of the given closing date, so early 
application is recommended. 

To apply, please complete the application and equal opportunities forms available on the City of London 
website. The closing date is 12 noon on 25 February 2020. 

You should also attach a brief covering letter which explains why you feel particularly suited to your chosen role 
and how it may fit in with your future aspirations.  

IMPORTANT INSTRUCTIONS FOR APPLICANTS

• The application form should be used to detail all relevant qualifications and provide a full, dated career 
history with explanations of any gaps in employment.

• If you have spent three months or more living or working outside the UK, you should tell us the country/ies 
and the dates of your stay.

• Space is provided in the application form to include a supporting statement. You should use this statement 
to set out clearly why you consider you are suitable and how you meet the criteria listed in the person 
specification for the post.

• The application form asks you to declare all criminal offences, including those that are spent, and any 
relationship you have to other employees of the City of London Corporation.

Note that any misrepresentation of or failure to declare information that is material to the appointment may 
invalidate an application, or lead to summary dismissal if the applicant has started in post. 

 https://jobs.cityoflondon.gov.uk/


Our school and our values

City of London School for Girls is an independent day school for pupils 
aged 7-18 situated in the heart of the Barbican. Opened in 1894, the 
school provides an outstanding education for able students from all 
backgrounds, cultures and faiths. We capitalise on our location to attract 
students from all over Greater London and beyond, and give them 
access to every learning opportunity our capital has to offer.

Academic yet unstuffy, modern yet acutely aware of its history, diverse 
yet with a strong sense of identity, our school defies easy categorisation. 
This is best demonstrated by our unique geography, nestled between 
the brutalist Barbican and looming Roman walls. Ours is an intellectually 
edgy, unassuming and unpretentious environment, unshackled by 
tradition, and imbued with a relaxed excellence. This is a refreshing and 
modern place in which to work and learn.

Our values: respect, responsibility, 
resourcefulness

The three Rs of City permeate all that we do and could 
never be more pertinent:

• respect for self, others and our environment; 

• responsibility for our own independent learning and 
development, our actions and words; 

• resourcefulness which includes resilience, courage, 
creativity and aspiration. 



More about the school

The school is part of the East London Consortium 
as well as of the family of schools supported by the                     
City of London Corporation, and currently sponsors the 
City of London Primary Academy, Islington. The school is 
administered by the Corporation of the City of London.

To learn more about the school please explore 
our website. 

The school has about 800 pupils, approximately 95 of whom are 
members of the preparatory department. There are c150 girls in the 
sixth form. Entry is by competitive examination and interview at 7+, 
11+ and 16+. The school has a strong academic tradition, and virtually 
all girls go on to higher education. Approximately 20 per cent of the 
girls in the senior school are on means-tested bursaries, provided by 
livery companies, the City of London Corporation, corporate and private 
donors and the school.

Achieving academic excellence is an important part of life at City, 
but so too is the provision of a wealth of co-curricular opportunities, 
broadening students’ lives with new experiences and challenges. A highly 
supportive system of pastoral care is in place in which understanding, 
encouraging and inspiring individual pupils is fundamental. Our school 
is cosmopolitan in outlook and the staff and students make the most of 
all that London has to offer. We are committed to an active partnership 
programme, to an international outlook and to educating students to be 
the leaders of tomorrow. 

CLSG’s tradition and location create a unique atmosphere which is 
vibrant, confident and supportive. The student body reflects the diversity 
of London, and pupils commute into school from all over the Greater 
London area. Partnership is a vital part of the school culture. CLSG 
works with a number of schools within and outside the City of London.         

https://clsg.org.uk/


Over the next ten years, we will build on our reputation as one of the 
country’s leading girls’ schools. We want to be a school which is not only 
known for its outstanding education, but has real influence and reach, 
which it uses to further wider educational outcomes and discourse. We 
want our school to be fun, pioneering and properly adventurous, leading 
the country in scholarly exploration, pastoral development, partnerships 
and co-curricular engagement.

Our vision is for students, staff and the wider community to find their 
space to pioneer. As well as the requirement to forge new physical space 
for the site and by being a creative, pioneering part of the post C-19 
City regeneration of space, we aim to break new educational ground and 
claim our space, in three critical ways.

Our vision: finding space to pioneer



Finding space to pioneer


