
 

 

MARKETING OFFICER (part time) 
Reporting to:  The Headmaster  

Key Responsibilities: 

Management and delivery of marketing plan 

 gather market insight (through surveys, competitive analysis, market research) to 

guide and inform marketing strategy 

 create a marketing strategy in conjunction with the School’s Ethos, Aims and 

Development Plan  

 lead delivery of the marketing plan against agreed objectives  

 develop and manage an annual budget to underpin the marketing plan  

 undertake all tasks, on a day to day basis, to deliver the plan  

 responsible for regular internal strategic marketing meetings with relevant staff / 

governors 

 

Communications 

 develop and communicate school brand and value proposition, across a variety of 

channels (website, print literature, adverts, events), ensuring consistency across all 

media; widely promoting the brand within the School, the local community and 

beyond 

 develop and deliver the School website in line with the School’s strategic objectives  

 manage and develop the School’s social media accounts 

 develop knowledge of parent needs and local market trends and developments to 

inform school marketing strategies  

 produce marketing materials in line with marketing plan objectives  



 develop and manage the School’s brand and guidelines, ensuring they are used 

appropriately and consistently by all members of the school community  

 develop local outreach initiatives  

 ensure marketing and communications are conducted within policy and safeguarding 

guidelines, and are GDPR compliant 

 

Admissions (supporting the Director of Admissions)  

 support the admissions department in enhancing pupil recruitment, identifying and 

reaching target channels (e.g. feeder schools and nurseries, parent networks, baby 

groups etc).  

 implement advertising, communications and event activities to support recruitment 

and retention 

 plan, promote and support the Director of Admissions and other staff with events 

such as open days, induction events, school tours etc. 

 work closely with the Director of Admissions to maximise enquiry generation and 

conversion  

 competitor research and analysis to benchmark the school  

 develop and manage relationships with feeder schools to support enrolment growth 

 

Person Specification  

The successful candidate will have the following attributes:  

 flexibility, adaptability and a general willingness to get involved in all areas of school 

life 

 professional marketing experience with a proven range of marketing skills including 

both strategic and tactical marketing delivery essential  

 strong website management and social media marketing experience  

 awareness of GDPR and how to operate within its requirements  

 proficiency with analytics, social media monitoring and MS Office packages 

 good design skills with creative flair 

 excellent organisational, interpersonal and communication skills with an eye for 

detail 



 proactive approach with a real enthusiasm for dealing with communications and 

marketing activities on a daily basis and in an ever-changing environment  

 a creative and strategic thinker, able to bring new ideas  

 a positive attitude with the ability to work on your own initiative  

 an empathy with the ethos and values of Sevenoaks Preparatory School 

 

This job description contains an outline of the typical functions of the job and is not an 

exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The 

job-holder’s actual responsibilities, tasks, and duties might differ from those outlined in the 

job description, and other duties commensurate with this level of responsibility may be 

either permanently or temporarily assigned as part of the job.  

 


