
PROVIDING AN EDUCATION THAT TRANSFORMS LIVES AS WELL AS MINDS
Wolverhampton Grammar School is one of the oldest schools in the country, founded in 1512 and as a selective and co-educational 
independent school of 755 pupils aged 4-18 years, it enjoys an outstanding reputation. Award-winning and judged “Excellent” by the 
Independent Schools Inspectorate, this is your opportunity to join a nationally recognised, forward thinking School.

Wolverhampton Grammar School is committed to safeguarding. There will be an enhanced DBS check prior to the appointment. Registered Charity Number: 1125268.

CLOSING DATE FOR APPLICATIONS: WEDNESDAY 9TH MARCH, 12 NOON

INTERVIEWS WILL BE HELD WEEK COMMENCING MONDAY 14TH MARCH 2022 

PR & SOCIAL MEDIA OFFICER
Full-time. Permanent.

Are you looking for your next challenge? We are seeking 
an enthusiastic and motivated PR & Social Media Officer 
to join our dynamic Marketing team.

You will join a community that thrives on challenge and intellectual 
curiosity, one where your skills will continue to be developed with an 
individually prepared professional development plan.

The successful candidate will join a community of teachers and 
support staff who excel in delivering a personalised, individual 
learning experience. You will have access to a range of professional 
support services including HR, IT, Library Services, Marketing, 
Communications and Development. 

For more information about the School and to download the  
job description and application form, visit www.wgs.org.uk 
or contact Marsha Martin telephone: 01902 421326 email: 
recruitment@wgs-sch.net



CLOSING DATE FOR APPLICATIONS: WEDNESDAY 9TH MARCH, 12 NOON

INTERVIEWS WILL BE HELD WEEK COMMENCING MONDAY 14TH MARCH 2022 

For more information about the School and to download the job description and application form, visit www.wgs.org.uk or contact 
Marsha Martin telephone: 01902 421326 or email: recruitment@wgs-sch.net

Wolverhampton Grammar School was founded in 1512 by  
Sir Stephen Jenyns to provide a “good, moral education” for the 
children of Wolverhampton.

Although that same impulse motivates us today, children now join 
our School community from across Wolverhampton, Staffordshire, 
Shropshire and the wider West Midlands region.

We partner with a range of local, national and international 
organisations to deliver a rigorous education both within the 
classroom and outside the School. These associations include the 
prestigious Merchant Taylors’ Company where our founder was 
twice elected Master.

Over 500 years later, Jenyns’ school is now an award-winning, 
successful co-educational independent school with a national 
reputation and an alumni community that spans over 30 countries.

Our Compton Road campus, located to the west of Wolverhampton 
spans over 25 acres, with stunning architecture offering a reminder 
of our School’s rich history. The large school hall, affectionately 
known as “Big School” by our staff and students is a well known 
local landmark and reminder of our long, successful heritage.

National award winning and judged “Excellent” in all areas by the 
Independent Schools Inspectorate, as the leading independent 
school in the city we enjoy an outstanding reputation and put the 
wellbeing of our staff and students at the heart of everything we do.

INTRODUCTION TO WOLVERHAMPTON GRAMMAR SCHOOL

TES Independent  
School Award Winners

Judged ‘Excellent’ in all  
areas by the Independent  

Schools Inspectorate

25
acre site

Wrap around care 
from 7.30am - 6.15pm

Dedicated, expert  
pastoral team

A school community  
that inspires openness,  

trust and mutual respect



JOB DESCRIPTION: PR & SOCIAL MEDIA OFFICER

Summary of the role: 
The post-holder will be responsible for the ongoing planning, maintenance and growth of the School’s social media presence across multiple 
channels (which include Facebook, Twitter, Instagram, LinkedIn and YouTube) via organic and paid social activity. The post-holder will be 
required to actively seek news stories within School and be confident in writing press releases for the School’s website and termly magazine, 
The Independent. The post-holder will also provide Content Management System (CMS) support to the Design & Digital Content Manager 
and contribute to the maintenance and development of the School’s website. 

The successful candidate will be required to work flexibly as a member of the marketing team, forming positive working relationships with a 
wide range of teaching and professional support staff, students and with outside agencies and advertisers. A high degree of proactivity and 
a genuine interest in education in the broadest sense will be required.

Contract/Hours of Work: 
37.5 hours per week. Full-time. Permanent.

Pay Grade: 
SCP 21-25 (£20,018 – 22,593) dependent on experience 

Line Manager: 
Design & Digital Content Manager

Main duties and responsibilities: 
Key Performance Areas:

• To develop and support the marketing of Wolverhampton Grammar School to all its stakeholders through relevant digital marketing 
communications channels including, but not limited to, Facebook, Twitter, Instagram, LinkedIn and YouTube

• To research new ways to deliver engaging content and develop the School’s digital and social media advertising in line with the Marketing 
strategy

• To produce and optimise content for each distinct channel (whether content is written, photography, video or testimonial led), taking into 
account changing platform / audience requirements

• To monitor, measure and report SEO and Google Analytics

• To undertake in-house photography and be the first port-of-call for each photo opportunity

• To ensure all content produced is on brand and to act as a brand ambassador alongside the Director of Marketing & Communications and 
Design & Digital Content Manager 

• To ensure all online content including social media supports and is consistent with all key marketing messages and communications

• To actively seek, write and publish press releases that positively promote the School, students and staff achievements, to its stakeholders

• To liaise with various media outlets to arrange student recruitment advertising and the promotion of positive, proactive press stories to 
help ensure external online directories listing the School are correct and up to date 

• To work alongside Design & Digital Content Manager to create and edit web content as required using the content management system 
(CMS) to ensure the School website is kept up to date with high quality, relevant content (including supporting where appropriate the 
development of multi-media opportunities) in a timely and accurate manner

• To support the Design & Digital Content Manager in providing training as necessary to staff on how to use social media

• To support the Director of Marketing & Communications and the Design & Digital Content Manager in the continual development of the 
School’s online portal, Firefly

• To support the creation of multi-media content including (but not limited to audio, still images, animation, video, or other interactivity 
content forms) to ensure the School’s social media and website is as appealing and interactive as possible.

Marketing team support:

• Assist as necessary with professional photo shoots to ensure imagery is captured in a creative and useful way

• Provide support to the marketing team generally, assisting in promoting the School and dealing with enquiries

• Support the School with digital signage developments.

Administrative Support and Other Duties:

• Develop close working relationships with teaching and professional support staff across the School

• Other administrative duties as directed by the Director of Marketing and Communications and Design & Digital Content Manager.



JOB DESCRIPTION: PR & SOCIAL MEDIA OFFICER

General Duties:

• Promote and safeguard the welfare of children and young persons for whom you may be responsible and with whom you come into 
contact

• Participate in the School’s staff appraisal system as appropriate

• Present the best possible image of the School in all contact and communications with alumni, the general public, visitors, parents, 
students, customers, suppliers and all other external organisations

• Undertake training and staff development as needed and as determined by the Head, Finance Director, Development Director or members 
of the Senior Management Team

• Undertake such other duties, commensurate with the post, which the Head, Finance Director, Development Director or members of the 
Senior Management Team may reasonably and occasionally require, including working evenings and covering for absent colleagues.

School Policies and Procedures:

• To adhere to all school policies and procedures, especially those relating to Students, Health and Safety, Equality of Opportunity and 
Human Resources, and the Financial Regulations and Procedures.

You may also be required to undertake such other comparable duties as either the Head or the Finance Director requires from time to time.

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and  
volunteers to share this commitment.



PERSON SPECIFICATION: PR & SOCIAL MEDIA OFFICER

Essential
These are qualities without which the 
Applicant could not be appointed.

Desirable 
These are extra qualities which can 
be used to choose between  
applicants who meet all of the  
essential criteria.

Method of assessment

Qualifications Good general level of education to  
A Level standard or equivalent

Evidence of exceptional written and  
spoken communication skills

Educated to degree level standard or 
equivalent

Professional qualification, or evidence 
of training/development in social  
media marketing (CIM etc.)

Production of the Applicant’s  
certificates

Discussion at interview

Independent verification of  
qualifications

Experience Demonstrable experience of using social 
media in a professional capacity

Demonstrable experience of writing press 
releases for a range of target audiences

Ability to write for multiple audiences in 
specific tone of voice as directed

Ability to take quality images with a digital 
camera

Experience of creating and editing as 
appropriate promotional video content 
suitable for the website

Interest in education and learning in its 
widest sense

Familiar with common PC applications 
(i.e. Adobe Reader and Microsoft Appli-
cations)

Familiar with principles of customer care

Experience of writing press releases

Working experience of using web  
editing software and tools e.g.  
WordPress

Demonstrable working experience of 
graphic design using tools such as OS, 
Adobe Creative Cloud including  
Photoshop, After Effects and  
Premiere Pro

Familiar with MacOS

DSLR camera knowledge

Contents of the application form

Interview

Professional references

Skills Strong writing skills, able to create crisp 
and compelling copy. Specifically, a 
talent for concise, readable prose that is 
suitable and optimised for social media 
and the web

Strong verbal and communications  
skills, able to build relationships and 
liaise effectively with people at all levels 
across the organisation to harvest/create 
compelling content

Excellent interpersonal and  
communications skills including the abili-
ty to relate well to people on all levels with 
sensitivity, tact and diplomacy 

Excellent digital content and social media 
skills

Ability to take photographs using a digital 
camera

Able to promote the department in a 
professional manner

Able to work under pressure

Ability to prioritise and escalate work 
schedules

Strong organisational skills

Ability to proof-read marketing  
materials 

Able to handle difficult customers in a 
positive and confident manner

Familiar with principles of customer 
care

Contents of the application form

Interview

Professional references

Knowledge Advanced knowledge of social media 
platforms including Facebook, Twitter, 
Instagram, LinkedIn and YouTube

IT skills with particular knowledge  
and experience of using content  
management systems

Contents of the application form

Interview

Professional references

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and  
volunteers to share this commitment.



PERSON SPECIFICATION: PR & SOCIAL MEDIA OFFICER

Essential
These are qualities without which the 
Applicant could not be appointed.

Desirable 
These are extra qualities which can 
be used to choose between  
applicants who meet all of the  
essential criteria.

Method of assessment

Personal  
competencies 
and qualities

Motivation to work with children and 
young people

Ability to form and maintain appropriate 
relationships and personal boundaries 
with children and young people

Energetic and enthusiastic with a  
pro-active approach, who brings new 
ideas to the team

Attention to detail

Ability to multi-task and prioritise

Emotional resilience in working with chal-
lenging behaviours

Ability to display warmth, care and sensi-
tivity in dealing with children and young 
people

Propensity to use one’s initiative 

A positive attitude to use authority and 
maintaining discipline

A willing team player who works  
productively

Willingness to be involved in the  
wider life of school

Willingness to actively seek  
professional development  
opportunities

Contents of the application form

Interview

Professional references

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and  
volunteers to share this commitment.


