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Orwell Park School 
 

 

 

Job Title:   Marketing and Communications Officer  

Reports to:  Headmaster 

Date:  May 2022 

Marketing 

 

Main Purpose 

 

The post holder will be instrumental in working with the Admissions team and Headmaster to raise the 

visibility of the School by implementing an effective marketing and communications plan in order to 

attract new pupils and promote the profile of the School as a whole to external audiences.   The 

postholder is also required to maintain relationships with our alumni community by communicating with 

them,  producing periodic newsletters and updates as well as contributing to some functions through the 

year.  They will work closely with the Head and the Trustees of Orwell Park Foundation and support 

the successful implementation of both the School’s fundraising and alumni relations. 

 

Key responsibilities and duties 

 

• Maximise recruitment of new pupils through a range of promotional opportunities 

• In conjunction with the Headmaster and Admissions team develop and implement the School’s 

marketing strategy 

• Enhance the School’s profile with local parents and opinion leaders/formers 

• Work with newspapers, magazine and online agencies to deliver a considered and cost-effective 

advertising programme. 

• Work with design and marketing companies to develop and reinforce the Orwell Park brand 

through various media and marketing campaigns.   

• Oversee, manage and update the school website, including social media. 

• Handle all communication that comes through the site. Liaise with School’s web designers. 

• Feed news stories and articles to newspapers / magazines and relevant online bodies. 

• Maintain a photographic library.  Take or arrange photographs for newsletter and publicity 

material. 

• Carry out essential market research working with marketing companies as required. 

• Manage a marketing budget in conjunction with the Headmaster. 

• Produce termly newsletters for the Pre-Prep, Prep School and Foundation as well as the 

Orwellian magazine. 

• Advise on, help to organise and attend exhibitions and shows where required. 

• Attend Marketing Committee meetings. 
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• Carry out potential donor research.  Maintain accurate, up to date and GDPR compliant 

potential and current donor records. 

• Create donation literature to include giving forms and gift agreements. 

• Produce, and test, written ‘case for support’ messaging. 

• In close consultation with the Head, plan and stage contact events for potential supporters 

(alumni, parents and staff) 

• Recruitment of, and support for, volunteer committees. 

• Develop a sustainable programme of alumni relations, to include regular publications and events. 

• Make full use of the School’s existing calendar of events as a means of engaging with potential 

supporters. 

• Support efforts to secure individual gifts through direct gift solicitation. 

 Essential Skills, Knowledge and Experience: 

 

• A self-starter with high levels of Flexibility. 

• Strong commercial initiative. 

• Strong written and oral communications skills; Strong attention to detail. 

• Comfortable working with databases. 

• Good listening skills. 

• Knowledge of social media. 

• Strong emotional intelligence. 

• Able to work well with others and particularly volunteers. 

• Solution focused and a “Completer finisher” by nature. 

• A strong affinity with the ethos and mission of Orwell Park School. 

• Possess the credibility to represent the School. 

• Experience with budgets. 

Thee post holder’s responsibility for promoting and safeguarding the welfare of children and young 

persons for whom he/she is responsible or with whom he/she comes into contact will be to adhere to 

and ensure compliance with the School’s Safeguarding 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, he/she must report any concerns to the School’s DSL (Deputy Head 

Pastoral) or to the Headmaster. 
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