
 

Candidate Brief  

Marketing Events Officer          
         



The School  
St Swithun’s School, Winchester is a leading GSA school 

offering day, weekly boarding and full boarding for 520 

girls aged 11-18. The school is set on an impressive and 

attractive campus of 45 acres within the South Downs 

National Park overlooking open countryside but within 10 

minutes walk of Winchester. The girls benefit from 

exceptional teaching, sporting and recreational facilities. 

St Swithun’s is academically selective and regularly 

appears in the top 30 schools in the national league 

tables.  

There is also an adjoining IAPS Prep School for girls aged 

4-11 with a co-educational nursery from age 3.  

St Swithun’s is an appropriately academic school which 

means that we celebrate intellectual curiosity and the life 

of the mind, but not to the exclusion of all else. We 

expect our pupils to develop individual passions and 

through them to acquire a range of skills and 

characteristics. These characteristics will include a 

willingness to take risks, to question and to debate, and 

to persevere in the face of difficulty. In the words of 

Samuel Beckett: “Ever tried. Ever failed. No matter. Try 

again. Fail again. Fail better.” If a girl can immediately 

excel at everything we ask of her, we as educators must 

set the bar higher.  

We want all pupils to learn about life beyond the school 

gates, to appreciate the rich variety of our world, to 

develop an understanding of compassion and to value 

justice. We encourage all pupils to become involved in 

fundraising and community work. They should appreciate 

how their decisions and their actions can affect those 

around them.  

By the time a pupil leaves St Swithun’s she will be well- 

educated, courageous, compassionate, committed and 

self-confident with a love of learning, a moral compass 

and a sense of humour.  

St Swithun’s was founded in 1884 by Anna Bramston, 

daughter of the Dean of Winchester, and Christian values 

underpin our approach to education. We provide a 

civilised and caring environment in which all girls and staff 

are valued for their individual gifts and encouraged to 

develop a sense of spirituality and of kindness. We believe 

that kindness and tolerance are at the heart of any fully 

functioning community.  

The school is 

committed to 

maintaining the 

vision of its 

founder by offering 

bursaries for girls 

who would 

otherwise not have 

the opportunity of 

a St Swithun’s 

education.  

 



 

The role  
Post title: marketing events officer  

Reports to: director of marketing  

Key working relationships: director of marketing, marketing and communications officer, admissions team, EA to 

senior school headmistresses, prep school manager, heads of department, housemistresses/masters, academic staff, 

students, operations department, facilities team, catering department, Harvey Hall and IT technicians, external venue 

teams. 

Overview: The marketing events officer is responsible for supporting marketing activity across both the prep and 

senior schools through the organisation of internal and external events. 

Key responsibilities  
• To support the school’s marketing programme through delivery of exceptional on and off-site events for current 

and prospective parents and key target audiences 

• To preserve the St Swithun’s brand values, ensuring consistent communications and delivery of events  

• To form good working relationships with the teaching staff to secure their support in helping to promote both 

schools 

• To form good working relationships with facilities, catering, Harvey Hall and IT teams to ensure events are 

delivered to a consistent and professional standard 

Key tasks  
• Playing a key role in the marketing team, organising a wide range of events including open days, feeder school 

events, current parent receptions, prospective parent hospitality, exhibitions, conferences and boarding taster 

events. Delivering on average 14 events per term. 

• In conjunction with the director of marketing, assisting the PTA with logisitics surrounding their on-site events.   

• In consultation with the director of marketing providing occasional assistance to other departments with events 

in the school calendar upon request. 

• Communicating with stakeholders, booking event space, catering and AV equipment, arranging travel and 

preparing signage, materials, name tags, registration lists and literature packs as required 

• Working in collaboration with the marketing team, admissions, acadmic and boarding staff manage the 

production of presentations and other event content. 

• To gather feedback on events to evaluate success and seek improvements 



• Liaising with the operations team to ensure external visitor compliance 

 

Person Specification  
The school is looking to appoint an events specialist who can demonstrate success within a similar environment and who 
is looking for an opportunity to play a significant part in the future success of one of the leading independent schools in 
the country.  

Essential Criteria:  

• Very strong attention to detail and an absolute commitment to delivering consistently high quality 

• Proven event project planning and management skills  

• Ability to manage multiple projects and stakeholders simultaneously 

• Excellent verbal and written communications skills 

• Exceptional organisation skills. 

• Exceptional people skills, self-motivation and the ability to relate quickly and easily with pupils, parents and staff 

• The ability to prioritise and meet deadlines. 

• Excellent time and task management skills with a proven ability to make things happen in a busy, pressurised 

and professional context.   

• A sense of initiative and creativity. A sense of humour and a calm and unflappable manner.   

• Empathy with the ethos and aims of the independent school sector and of St Swithun’s in particular  

• An understanding of the motivations, attitudes and aspirations of parents, children and other stakeholders in the 

community interested in independent school education.   

 



 

Terms and Conditions  
Working hours: The normal hours of work are 8.30am to 5.00pm Monday to Friday, although the post holder will 
be required to work during some evenings and weekends for which time off in lieu will be granted. There are 30 
days paid holiday per year plus bank holidays. 

Salary: The salary offered is between £24,470 and £26,105 depending on experience and qualifications.. A generous 

contributory pension scheme is available.   

Benefits: Discount on school fees. Discounted corporate gym membership and free membership of the school 

swimming pool. Free parking. Free lunches during term time.  

There is a probationary period of six months and the appointment is subject to satisfactory references and clearance 

by the Disclosure and Barring Service.  

For an informal discussion about the role, please contact Lisa Goodhand, director of marketing 

goodhandl@stswithuns.com or 01962 835725.  

  

Application Process  
Application forms should submitted online here. 

Closing date for applications:  21st February 2022 

Interviews anticipated to be held: week beginning 28th February 2022 

 

 

mailto:goodhandl@stswithuns.com
https://www.cognitoforms.com/StSwithunsSchool1/marketingeventsofficer

