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SENIOR MARKETING EXECUTIVE 

 Starting April or May 2022 



 

 

 

 

 

Responsible to: Head of Marketing 

 

Internal Relationships:  All Academic and Support Staff and, in particular, other members of the Marketing 

team, Director of Business Development and External Relations (DBDER), Director of 

Finance and Strategy, Admissions team, teachers who currently perform ad hoc 

marketing tasks, Commercial Director, Head of IT Services and Foundation Director. 

 

External Relationships: Preparatory School Heads and Bursars, prospective and existing parents, prospective 

pupils, creative and marketing supplier relationships, sector, local and national press 

representatives and editors, and freelancers. Key members of the local community 

such as the MP and close neighbours to the campus. 

 

The School  

 

Charterhouse is a beautiful school and a wonderful place to live and work. It was founded in 1611 and moved 

to its present magnificent 250 acre site near Godalming in Surrey in 1872. Few schools can offer such a 

splendid backdrop for teaching and learning, and the School community is very strong, with excellent 

relationships between pupils and staff. As part of our ambitious new plans, and building on the success of 

our mixed Sixth Form, we are excited to be moving to full coeducation from the age of 13 and look forward 

to welcoming our first girls into the Fourth Form (Year 9) in September 2021, the year in which we will 

celebrate half a century of girls at Charterhouse. There will be girls in every year group from September 

2023.  The pupil roll will grow over the next decade from 800 today to around 1,000, with the increase 

representing additional places for girls.  We have all seen first-hand the benefits of coeducation in our Sixth 

Form, which is highly regarded by both boys and girls. We now want to extend those social, cultural and 

academic advantages to the whole community.  With our move to coeducation we aim to bring out the very 

best in all pupils, in all years. 

 

Mission Statement for Support Staff 

 

To deliver excellent cost-effective non-teaching support to all stakeholders in order to assist in achieving the 

educational experience set out in the School’s vision and development strategy. 

 
The Marketing Department 
 
The Marketing Department is responsible for marketing all aspects of the School to different audiences and 

a key part of this is ensuring that a clear understanding of how appropriate and relevant use of printed media, 

video and social media will help the School communicate with current parents, prospective parents and 

alumni. 

 

 

 

 

SENIOR MARKETING EXECUTIVE – JOB DESCRIPTION 



The Role – Overall Purpose and Key Responsibilities 
 

Overall Purpose of the Job 

 

We are looking for a bright, enthusiastic and diligent Senior Marketing Executive, with at least three years’ 

relevant experience to help take our team to the next level. Working as part of a small team, this is an exciting 

time to join the Marketing department, playing a pivotal role in communicating the School’s brand and values 

to a wide range of audiences. We seek to ensure that the School is well-known and understood in its 

marketplace and beyond, and to strengthen its market position as a leading independent boarding and day 

school.  

You will become involved in many aspects of School life and assist in a wide range of marketing activities 

including production of publications and other literature, digital marketing, events management and 

administration. 

 

Main Duties  

 

▪ Work alongside the Head of Marketing and Marketing Manager in all aspects of marketing the 

School 

▪ Create articulate and engaging content – in House style with a high level of accuracy and attention 
to detail – for social media, newsletters, publications and the School’s website 

▪ Update the School website and social media channels (inc Facebook, Twitter, Instagram and 

LinkedIn) 

▪ Assist with the production of newsletters in MailChimp 

▪ Work with in-House designer and members of the marketing team to manage the production of 

printed marketing materials to include booklets, adverts and flyers 

▪ Take photographs and videos of school events and activities 

▪ Prepare and manage the marketing collateral for senior school fairs, exhibitions and School events 

 

 



Person Specification  
 
 

Relevant Experience/Knowledge 
 

ESSENTIAL 

▪ Demonstrable experience of writing engaging and attractive content 

▪ Experience leading projects from concept through to completion 

▪ Good working knowledge of using digital platforms in a creative and effective manner 

▪ Awareness of and sympathy with independent school ethos 

▪ IT proficient, particularly with Microsoft Office – Work, Excel and PowerPoint 

 

DESIRABLE 

▪ Experience in Mailjet or MailChimp; InDesign; PhotoShop; photography; videography  

▪ Relevant experience within the education sector 

▪ Knowledge of maintaining a website through a CMS system 

▪ Knowledge of social media management through HootSuite or equivalent 

 

Qualifications 
 

ESSENTIAL 

▪ Degree educated or graduate calibre 

▪ Excellent command of the English language  

 

Personal Competencies / Skills 
 

ESSENTIAL  

▪ Excellent verbal and written communication skills, with a high level of attention to detail and 

accuracy 

▪ Flexible and adaptable to changing and occasionally conflicting priorities, capable of working 

accurately under pressure 

▪ Appropriate levels of professional, personal presentation, suitable to represent the School 

▪ Strong interpersonal skills, particularly in liaising with the internal School community  

▪ Outgoing, dependable and confident 

▪ Good sense of humour and high energy levels 

▪ Appropriate levels of professional, personal presentation, suitable to represent the School 

▪ Strong organisational and administrative skills  

▪ Able to work independently as well as part of a team  

▪ An ability to manage time effectively, with a proactive attitude and ability to use own initiative to 

complete set tasks to tight deadlines 

▪ High levels of discretion, tactfulness, confidentiality and awareness of data protection 

▪ Physically fit, as moving and handling of boxes and other marketing collateral will be routinely 

required 

 

 

 

 

 



Heads of Terms 
 

Special Working Conditions  

 
This is a full-time role, 37.5 hours per week, all year round, which needs to be capable of responding positively 

to the demands of working with some colleagues who are only available during the School term-time rhythm.   

 

The working week is Monday to Friday, however the demands of the role are such that flexible working 

outside these times (up to 10 evenings or weekend days per term) will be required and therefore a willingness 

to be flexible is essential.  

 

Safeguarding 

 

Working in a School environment, the jobholder is responsible for promoting and safeguarding the welfare 

of children and young persons for whom they are responsible or with whom they come into contact and are 

expected to adhere to and ensure compliance with the School’s Safeguarding Policies at all times.  If, in the 

course of carrying out the duties of the post, the Job Holder becomes aware of any actual or potential risks 

to the safety or welfare of children in the School they must report any concerns to the School’s Designated 

Safeguarding Lead. 

 

Benefits of Employment 

 

Salary £27,000 to £30,000 per annum, depending on skills and experiences 

 

Holiday 5 weeks’ holiday plus 8 statutory bank holidays.  It may not be possible to take public holidays 

during term-time, and time off will be given in lieu. It is normally expected that holiday will 

be taken during School Holiday periods 

 

Benefits Membership of the Charterhouse Club (sports centre) 

Inclusion in Personal Accident Insurance Cover 

Employee Assistance Programme 

School lunches (usually available throughout the year except when School closes) 

  Death in Service Benefit 

  Contributory Pension Scheme 

 

Benefits subject to eligibility criteria: 

 Subsidised membership of School Golf Club    

  Cycle to Work Scheme 

 

Notice 4 weeks during probationary period (6 months). Once the appointment is confirmed both 

parties are required to give at least 12 weeks’ notice 



Application Process 
 

 

Applications should be made in accordance 

with the School’s application and safer 

recruitment procedures, via the School’s 

website, selecting the relevant vacancy.  The 

selected vacancy link will take you to our 

online recruitment system and give you the 

opportunity to register and complete an 

application form. You will also have the 

opportunity to upload your latest CV.  

 
 
 
 

 

The link to our vacancies is https://www.charterhouse.org.uk/about-us/employment-opportunities  
 

We are creating an inclusive culture where all 

forms of diversity are seen and valued – for our 

pupils, for our staff. A culture that supports the 

enduring Charterhouse education provided to 

pupils in our global and multi-cultural 

environment.  Join us now to be a part of it.  

 

If candidates would like an informal 

conversation before applying, Annette 

McGivern (Head of Marketing) would be very 

happy to talk with you.  Please contact her by 

email (annettemcgivern@charterhouse.org.uk) 

to arrange a mutually convenient time. 

 
 

Closing date for applications is 12 noon on Friday 25 March 2022. 
Interviews will be held on 30 March & 1 April 2022. 

 
 

Early applications are warmly encouraged, 

and a bespoke invitation to interview may 

be offered in advance of the closing date. 

 

All successful job applicants will be required 

to undertake a Criminal Record check and 

to undergo child protection screening.

https://www.charterhouse.org.uk/about-us/employment-opportunities
mailto:annettemcgivern@charterhouse.org.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Charterhouse 
Godalming Surrey GU7 2DX 
+44 (0)1483 291500 
hr@charterhouse.org.uk 

  

charterhouse.org.uk 

Registered Charity 312054 
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