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JOB DESCRIPTION

	Job Title:
	Marketing and PR Officer

	Salary Grade:
	Grade F SCP 12 - 17 £22,183 - £24,491 pro rata 

Or possibly
Grade G SCP 18 - 23 £24,982 - £27,741 pro rata (for a person bringing significant skills and experience)

	Terms
	20 - 25 hours per week 

Term time, including INSET days, and 20 – 25 hours in school holidays

	Responsible to:
	Headteacher, and Assistant Headteacher (School Communications)


Main Job Purpose
1. To formulate an effective PR and Marketing strategy for the school. 
2. To develop and maintain all school marketing processes and publications, including, website, prospectus, information brochures and flyers.

3. To develop, organise and oversee PR activities ensuring effective communication with all stakeholders, including students, parents and carers, staff, Dioceses and Local Authority, and the media.
Marketing
1. Under the direction of, and working with, the Assistant Headteacher who oversees communications; to plan, develop and implement the agreed marketing strategies, refining as needed, in order to build, maintain and manage the positive reputation of the school.
2. Maintain the school’s website ensuring that the information is up-to-date, accurate and engaging.
3. Create opportunities to promote the school via all media.
4. Under the direction of the Headteacher and working with relevant member(s) of SLT, prepare and supervise the production of publicity brochures, handouts, photographs, films and multimedia programmes, taking account of the school’s brand guidelines.
5. Using relevant specialist publishing software, maintain and develop current school prospectus, and information publications, both online and in hard-copy.
6. Using relevant specialist publishing software, oversee and produce the termly school newsletter for parents and the wider community.
7. In collaboration with the School Business Manager, maintain external revenue streams and generate new sources of revenue for the school.
8. Work with the School Business Manager to develop Lettings potential, and other means of fundraising.
9. To promote the school to prospective sponsors and identify and pursue new sponsorship opportunities
10. Promote the school to international students.
11. Devise and coordinate photo opportunities of life in school, including key events and fixtures in the life of the school, ensuring that the current school archive is maintained, developed, and promoted.
12. Assist in organising events, exhibitions, and open days; and ensure that these are promoted in the press, on websites and through the school’s social media.
PR

13. Working with school leaders, develop and implement an agreed PR strategy for the school.

14. Research, write and distribute agreed press releases to targeted media.

15. Collate and analyse media coverage.
16. Liaise with, and answer enquiries from media, individuals and other organisations.

17. Source and manage visiting speaker and sponsorship opportunities.
18. Identify and coordinate opportunities for the school’s work to be celebrated by national and local awards.
19. Manage the content for the school’s social media platforms such as Twitter, Instagram and Facebook.
20. Under the direction of the Headteacher, assist in managing the PR aspect of a potential crisis situation in liaison with the Local Authority crisis management and PR team.
21. Foster community relations through promotion of events such as open days and through involvement in community initiatives.
Other Responsibilities:

· Support the school’s policies relating to managing diversity and inclusion, and promoting positive attitudes, values and behaviour, taking especial account of the school’s Church status, and Christian ethos.
· Understand and implement all school policies and procedures, including Health and Safety policies.

· Carrying out any other duties, which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.

Personal development:
· Participate in performance management programme or undertake appropriate training.

· Build on and develop prior specialist knowledge and experience.

· Seeking help and advice as appropriate.
· Using common ICT tools to develop the post holder’s own expertise.
Generally: 

· Support the school’s fire and emergency procedures by being familiar with the instructions for staff and children, located in all of the teaching areas, and take appropriate action should the need arise.

· Retain the confidentiality of all aspects of school life.

· Comply with all decisions, policies and standing orders of the school and the Borough of Poole; comply with any relevant statutory requirements, including Equal Opportunities legislation, the Health and Safety at Work Act and the Data Protection Act.

· Have a commitment to safeguarding and promoting the welfare of children and young people in accordance with the school’s agreed procedure.
The above is not a comprehensive definition of the post. Post holders will need to undertake work that comes within the remit of the post’s primary objective. The job description will be kept under review and may be changed at any time in consultation with the post holder.
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