
Job Description

Job Title: Communications, Marketing and Development Manager
Reporting to: Headmistress

The post holder will work closely with the Admissions Registrar at Kitebrook, Senior Leadership Team and
Prep Schools Trust Director of Marketing and Communications.

Hours – This role is full time, mainly term time with 4 additional working weeks in the school holidays.
Flexibility may be considered for the right candidate.

Salary – Competitive salary dependent on experience and hours of work, FTE £30,000-£37,000

The School

Set in the idyllic Cotswolds, Kitebrook provides an outstanding all-round co-educational education where
children are allowed to develop at their own pace in a happy and supportive environment that inspires
self-confidence and a sense of independence.

Purpose of the Position

Marketing of the School including raising the profile and improvement of all communications. Developing
and implementing an alumni relations and fundraising strategy.

Responsibilities & Duties

The duties outlined in this job description may be modified by the Head, with your agreement, to reflect
or anticipate changes in the job.

1. Strategy and Planning

● Produce, develop and deliver the annual marketing strategy and budget in conjunction with the
Strategic Plan of the school and Prep Schools Trust

● Promote and monitor the use of the School’s brand
● Lead and develop a whole-school communications programme to ensure highly effective

communication with pupils and families
● Undertake research to inform future marketing strategy



● Identify and develop new ways to attract, recruit and retain pupils in conjunction with the
Admissions Registrar

2. Public Relations
● Develop and lead a positive public relations strategy. This includes writing weekly letters and ad

hoc emails promoting the work and successes of our pupils, staff and the school
● Development and implementation of an effective digital and social media strategy, including SEO

and all social media channels
● Develop strong relationships with local/regional/national journalists and with key influencers

(e.g. IAPS, Good Schools Guide and Tatler)
● Write articles and gain coverage in key media areas that highlight progress and achievements of

the School
● Promote the School externally, attending events such as schools and other exhibitions,

networking events etc.
● Organise Open Days and Events as required

3. Marketing

● Create, develop and deliver effective advertising campaigns
● Develop, lead and deliver a pro-active online presence – including the website and all social

media
● Keep website, parent portal and intranet information and photos fully up to date and frequently

develop a fresh look
● Work closely with the Head and Leadership team or other staff to co-ordinate the marketing of

events e.g. open mornings
● Organise, produce and update the School’s marketing materials such as prospectuses,

handbooks, newsletters, yearbook and other documents
● Where needed, coordinate mail shots and email campaigns
● Liaise with and support the Admissions Registrar in monitoring the admissions figures, to use in

the development of all marketing activities

4. Alumni and Fundraising

● Build and develop relationships with Alumni
● Develop and maintain the Alumni database ensuring records are accurate and up-to-date
● Put in place a robust process that fosters Alumni links e.g. biannual newsletter, events
● Create fundraising processes and procedures
● Support the communications for all fundraising projects

5. General

● Liaise with the marketing and admissions teams across the Prep Schools Trust to share best
practice and contribute to the Trust marketing strategy

● Support teaching and non-teaching staff in their roles as marketeers of the School
● Uphold and enforce School rules and work in co-operation with colleagues to promote the high

standards of behaviour and concern for others
● Attend INSET sessions and other such meetings as may be necessary
● Be fully aware of and implement all policies within the school
● Develop and maintain excellent working relationships with children, staff and parents
● Work efficiently and effectively in conjunction with the school’s IT, support and other

administrative teams



● Maintain the Google Drive in an organised manner
● Place orders for the department e.g. branded stationery
● Undertake any other duties, which may reasonably required

Person Specification

The School is looking to appoint a person with communications and marketing experience who would relish
the opportunity to play a significant part in the future success of this highly regarded independent prep
school.

Work Experience

Essential Desirable

A sound knowledge of marketing practices and
principles

Photography skills

Knowledge of social media platforms Event organisation experience

Ability to continually update an impressive and
informative website

Fundraising and/ or alumni knowledge and
experience

Relationship with outside contacts and resources

Skills

Essential Desirable

Strong writing and literacy skills Understanding of the Google platform

Excellent organisational skills Use of databases

Strong IT skills

High standard of work and an eye for detail

Education, Academic Qualifications

Essential Desirable

A marketing qualification and/or experience Educated to degree level or equivalent

Competencies

Essential Desirable

Excellent communication and presentation skills,
both verbal and written

Empathy with the ethos and aims of the
independent school sector and of Kitebrook in



particular

The ability to work as part of a team and
sometimes under pressure

An understanding of the motivations, attitudes and
aspirations of parents, children and other
stakeholders in the community, interested in
independent school education

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

A sense of initiative, creativity, a sense of humour
and a calm and unflappable manner

Kitebrook Preparatory School is committed to Safeguarding and promoting the welfare of children and
young people, and expects all staff and volunteers to share this commitment.  Any offer of employment
would be subject to:  references satisfactory to the Prep Schools Trust; enhanced Disclosure and Barring
Service Check; proof of right to work/ live in the UK, and evidence of stated qualifications.


