
 
 
Job Title:  Marketing and Communications Officer 
 
Reporting To:  Director of External Relations 
 
Hours: Monday to Friday, 37.5 hours per week, all year round 
 
Summary of Role 
This is a superb role for an innovative and motivated individual with a passion and talent for 
digital marketing, who would relish the opportunity to promote a successful and 
oversubscribed school, with a distinct ethos and culture, in a competitive market place. The 
Marketing and Communications Officer will be a key member of a dedicated, ambitious and 
friendly team that oversees the admissions, marketing, alumni and development functions of 
the College. The purpose of the position is to support the Director of External Relations in 
building and implementing a strong brand and communications strategy. 
 
The Marketing and Communications Officer’s key focus is to develop the College’s public profile 
and reputation to ensure that it attracts and retains the required number of pupils. This will 
primarily be through the creation and implementation of an exciting and engaging (digital) 
marketing strategy for the website, social media and press, to celebrate and promote all news 
and events at the College. The post holder will be the principal ambassador for all marketing, 
being responsible for ensuring effective communication with internal and external stakeholders 
including parents, pupils, staff, prospective parents, alumni, the local community and the 
media in order to enhance national, local and international standings. 
 
The role requires a wide range of skills and expertise and an energetic, creative, open-minded 
and innovative approach. Photography, videography, copywriting and editing, website 
maintenance and graphic design will all feature heavily. This is a great opportunity for 
someone who has excellent IT and design skills, outstanding interpersonal skills; good writing, 
editing and proof-reading skills; and has a commitment to producing high-quality work. 
 
Primary Duties and Responsibilities 

• Liaise with colleagues across the school to create an exciting and engaging digital 
marketing strategy: collect, draft, edit and upload digital content (written, image, audio 
and video), to the website and social media channels, ensuring that it is produced to a 
high-standard and in line with the College’s strategy  

• Manage the school website, controlling the quality of the content, checking for 
consistency and accuracy, and ensuring any development and maintenance follows best 
practice, is fresh and is optimised for search engines and mobile devices 

• Write engaging and audience-focused content (ideally one news article a day during term 
time), promoting the latest events and news from the College and showcasing the 
successes and breadth of activities undertaken by students  

• Maintain and grow the College’s presence on social media (Twitter, Facebook, Instagram, 
LinkedIn, YouTube, Flickr etc) 

• Monitor the College’s official social media channels and sub-channels managed by 
members of staff, ensuring consistency of tone and brand and responding to comments 

• Attend and photograph, or arrange photography for, key events in the College calendar 
• Capture and edit videos, or arrange videography, of specific College events 
• Prepare press releases and photographs/video for media coverage 
• Develop relationships with local and national press and education publications 
• Collate and prepare the weekly email (‘bulletin’) to current parents 
• Manage and develop a central library of photography and marketing assets 
• Develop and maintain an annual marketing calendar to ensure all events are planned for 

and publicised accordingly 



Other Key Responsibilities 
 
Marketing, Brand Identity and Communications 

• Plan and conduct any required market research 
• Build and champion a marketing and customer service culture 
• Develop, implement and oversee an integrated brand and visual identity  
• Produce other marketing collateral for use across College – including prospectus, 

newsletters, event publications, flyers, brochures, merchandise, display and advertising 
banners, invitations, posters, external advertising 

• Create marketing literature appropriate to the international market 
• Undertake media planning and implementation of advertising campaigns (printed, online 

and other media channels as appropriate) 
• Monitor website analytics and search rankings and implement strategies accordingly 
• Source and order promotional materials and merchandise as required 
• Support the College’s attendance at external events such as feeder school exhibitions, 

the Independent Schools Show and the British Boarding Schools Workshop 
 
Other 

• Ensure Data Protection procedures are fully implemented in line with College policy 
• Operate in accordance with the College’s policies and procedures as detailed on the 

website and as set out in the Staff Handbook 
 
Admissions 

• Support the Admissions Registrar and Assistant Registrar with any requests to assist the 
admissions function of the College, including building relationships with feeder schools 

 
Events 

• Work with colleagues to ensure that events across College are marketed, supported and 
branded in line with policy/strategy 

• Support the promotion and organisation of all pupil recruitment, public relations and 
development events, from open days to prize giving, summer camps, overseas events, 
social events and special occasions 

• Develop and expand the current programme of events to raise the College’s profile in the 
widest possible sense, including supporting teaching staff with events for prospective 
pupils and as part of the retention strategy 

 
Alumni and Friends of Shiplake College 

• Assist the Alumni and Events Officer, where required, to promote the news and successes 
of individual Old Vikings and the Old Viking Society and its events 

 
Human Resources 

• Assist the HR Manager with checking and publishing job advertisements and 
specifications 

 
Wider Community 

• Promote and develop the College’s image amongst all its constituencies including 
parents, former pupils, feeder schools, universities, businesses and the wider community 
in general, working with the Assistant Head Community Outreach where required 

• Promote the College as a venue for hire, including working with the Catering and Events 
Manager to organise Wedding Fairs, if required 

 
Any other duties as reasonably required by a member of the Senior 
Management Team. This job description will be reviewed annually and may 
be subject to amendment or modification at any time after consultation with 
the post holder. It is not a comprehensive statement of procedures and tasks 
but sets out the main expectations of the College in relation to the post 
holder’s professional responsibilities and duties. 
  
 



Person Specification 
 
Essential: 

• Excellent IT skills, with working knowledge of Microsoft Office/Teams 
• Technical understanding and experience of working with different social media channels 
• Knowledge of digital marketing and internal and external communication 
• Outstanding interpersonal skills 
• Excellent written and verbal communication skills 
• Display a passion for marketing and PR 
• Have a creative and professional approach with high expectations of colleagues 
• Design publicity material effectively and appropriately 
• Utilise excellent organisations skills 
• Be a proactive team player 
• Stay calm under pressure and work to deadlines 
• Use initiative and prioritise work load 
• Display good influencing and persuasive skills 
• Demonstrate diplomacy 
• Be an outstanding ambassador for the College 

 
Desirable:  

• Understand and engage in the ethos of Shiplake College, in providing a holistic 
education for all its pupils  

• Experience of working within an independent school and/or marketing/media 
environment would be beneficial 

• Ability to use Adobe Photoshop, InDesign and Premiere Pro would be advantageous 
• Knowledge of websites and databases 

 
Outline Salary and Conditions 
A formal contract of employment will be drawn up on appointment. The following notes provide 
guidance on the likely main provisions of the agreement: 

• Starting salary is negotiable and will depend on experience and qualifications, but is 
expected to be in the region of £30,000 pa 

• A contributory pension scheme is available 
• Free lunch when kitchens are operational (and supper if you are scheduled to work at 

meal times during term time) 
• Onsite parking 
• Free use of gym (all year) and open air swimming pool (summer season only) 

 
Hours of Work 
This post is all year round, Monday to Friday, for a total of 37.5 hours per week with a 30 
minute unpaid lunch break (hours to be agreed). There will be some evening and weekend 
commitments (including three Saturday open mornings), which can be taken as time off in 
lieu. 
 
Holidays 
For an all year round position, 30 days holiday (to be taken out of term time) plus 8 bank 
holidays. 
 
Shiplake College is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. 
Applicants will be required to undergo child protection screening appropriate to the 
post, including checks with past employers and the Disclosure and Barring Service 
(DBS). Shiplake College is also committed to equality of opportunity for all staff and 
applications from individuals are encouraged regardless of age, disability, sex, 
gender reassignment, sexual orientation, pregnancy and maternity, race, religion or 
belief and marriage and civil partnerships.  


