

Saint Cecilia’s Church of England School


Job Description


Marketing Manager

NAME



DATE
November 2019

JOB CONTEXT  
Saint Cecilia's Church of England School is a co-educational comprehensive school for pupils aged 11-18 years in the Diocese of Southwark and the London Borough of Wandsworth, specialising in the teaching of music and mathematics.  The school opened in September 2003 with 150 pupils in Year 7, and grew year on year until reaching full capacity in 2009.  There are now 950 pupils on roll, including the Sixth Form.  The school’s staffing levels have also increased incrementally, along with its annual budget.  

TITLE
Marketing Manager

HOURS OF WORK
Hours of work are negotiable depending on the availability of the successful candidate up to 15 hours per week, term time only.
It is expected that the Marketing Manager will be based in the school for a minimum of 2 days a week during term time, but this could be fewer hours over more days.


JOB PURPOSE 
To market the school positively within the local community and beyond 

To devise and implement a marketing strategy, using all forms of media, that promotes the School positively within the local community and beyond 

To manage the School website and update it accordingly

To manage, refresh and update the 11-16 School and Sixth Form Prospectuses as required by the Headteacher

To develop and manage all media platforms including the school website, Twitter, LinkedIN and Facebook.

To manage, refresh and update a comprehensive range of printed and multimedia marketing materials.
To coordinate a publicity strategy including positive press releases to ensure ‘good news’ is shared to our local community and the wider education audience to promote the school.
To promote and develop the school alumni working with the 6th form team to recruit past pupils, encourage links with the school inc fundraising.

To build a portfolio of quality photographs and other media for promotional purposes through internal staff, but utilising external professionals to ensure high quality from time to time.
To develop and manage a fund raising programme to secure external funding from grants and donations.
To oversee and strengthen links with local primary schools and churches

To be a member of the general office team and contribute to the work of the general office as required by the General Office Manager.  

To undertake any additional duties or responsibilities as reasonably determined by the Headteacher.



ACCOUNTABLE TO
for line management

The Business and Development Manager 

and performance 


management



Key Accountabilities
· Marketing
a) To develop and implement an effective marketing strategy for the school

b) To continually develop and refresh the school’s marketing material including the school website, prospectuses, video and other multimedia material.
· Publicity

a) To ensure the school receives positive publicity in the local, regional and national press.
b) To take a proactive role in managing and promoting the School Open events working alongside the Admissions Manager and other key staff to ensure that we successfully recruit to year 7.

c) To create a programme of publicity to promote the 6th form, working alongside the Director of 6th form with a view to expanding the 6th form.  

· Website

a) To manage and develop the school website, twitter, LinkedIn and Facebook accounts.
· Administration 

a) To update the school website and other social media as necessary

b) To prepare marketing material as necessary and liaise with external organisations such as newspapers and publishers  

c) To be responsible for entering data into the school’s management information systems

d) To assist with the mail distribution to parents/carers and pupils

e) To undertake general clerical duties.

f) To manage and develop communication systems with parents, currently provided by the ‘My ED’ app. the ‘keep kids safe’ text and e-mail system.
· Training
a) To undertake any training courses relevant to the post.

· General


a) To be first aid trained and support the office team with first aid duties for pupils.

b) To dress appropriately and in accordance with the school staff dress code.

Key Tasks

· Marketing

a) To develop and implement an effective marketing strategy for the school

b) To market the school positively in the local community and beyond 

c) To take the lead in drafting, developing and producing all marketing material
d) To produce marketing material within the school using desktop publishing software, including bulletins to parents, department leaflets, pen day flyers, the school prospectus.
e) To oversee and develop the school’s marketing material including the School website, prospectuses and School DVD  

f) To market the school to local primary schools and churches.  
· Publicity

a) To ensure the school receives positive publicity in the local and national press 

b) To ensure school events are publicised and reported appropriately
c) To ensure examination success is shared and celebrated within the local community
d) To ensure school initiatives are publicised appropriately.
· Website and Social Media
a) To manage and develop the school website to ensure it is constantly up to date, always relevant, regularly refreshed and encourages ‘repeat traffic’.
b) To establish and maintain an appropriate presence for the school on Facebook, LinkedIn, Twitter and other relevant online platforms.
· Administration
a) To take a lead in the  with the preparation of school events

b) To manage and develop the parental communication system, currently the ‘My Ed’ app.
c) To assist the general office team with administrative tasks, including updating the pupil database, mail distribution to parents/carers and other general administrative tasks.
d) To review and develop template forms for staff ensuring consistency with the agreed house style and branding of the school.
e) To assist with the formatting of letters in the desired template for the Headteacher’s approval

f) To accurately make final amendments to letters where requested

g) To ensure all letters are posted and to ensure a copy is given to the sender

h) To assist with photocopying and reprographic requirements.

