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THE PETCHEY ACADEMY
JOB DESCRIPTION

This job description is current at the date shown, but in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title
The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the Academy’s Child Protection Policy Statement 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 academy s/he must report any concerns to his/her Line Manager or the Academy’s Child Protection Officer.

TITLE OF POST:       
Communications and Marketing Manager
STATUS OF POST:       



Permanent, Full Time 
REMUNERATION:

37k to 40k
RESPONSIBLE TO:



Director of Strategy and Operations
RESPONSIBLE FOR:
Events Coordinator
PURPOSE AND OBJECTIVES OF POST -

The post holder reports to the Director of Strategy and Operations and has overall responsibility for promoting a positive image of TPA in the media and ensuring that the academy’s aims and achievements are well understood both by the whole academy community and by the wider world.  They will maintain an overview of all the various publications and materials which emanate from TPA ensuring that a coherent and cohesive message and consistent image are delivered.  The Communications and Marketing Manager must be a fluent and talented communicator, both orally and in writing, and proficient in the use of ICT.  They will need to be prepared to show initiative and to seek out new opportunities to promote the academy’s strengths and to enhance the academy’s reputation.

Specifically the Communications and Marketing Manager will be responsible for: 
1. Increasing parental engagement

2. raising TPA profile locally and nationally, celebrating all aspects of the life of the academy

3. establishing good links with the local and national press and media 

4. encouraging the desire for wider communication of our activities within the academy
5. working across Subject Areas and between year groups to facilitate events/activities which link the academy with the world-wide and local community 

SPECIFIC RESPONSIBILITIES OF THE POST OF THE ROLE:

1. Parental Engagement
· Ensure that all parents receive notices and communications from the academy in a clear and timely fashion

· Liaise with FOTPA regarding parental feedback and suggestions gathering information about any incorrect perceptions there may be so that these can be dispelled

· Support the community cohesion officer to annually survey parents on “How we are doing?”
· Ensure that parents have all required information about their child’s progress via e-portal or The eXchange (VLE) in a clear manner and have received sufficient training to use the software.

· Manage parents’ evenings with the support of the leadership team and events coordinator.
2. Website
· Maintain a clear overview of the website and the impression it creates liaising with IT

· Encourage and maintain a constant stream of copy from all academy staff including Subject Leads and Educational Visit Organisers.

· Ensure that the copy writing is consistently good, accurately typed and up to date, particularly the News section 

· Regularly explore further development of website 

· Develop involvement of students in supplying copy and in other areas

3. Celebrating Student Success

· Promote success and aspiration throughout the student body, work with Year Leaders to reward success and ensure that displays around the academy promote positive achievement

· Coordinate the annual summer celebration event(s) to show parents and students what can be achieved

4. Local publications and press/media

· maintain and develop good links with local newspapers, magazines and other media, both through writing copy and placing advertisements

5. National publications and press/media

· maintain and develop good links with national press, publications and other media, through writing copy and placing articles

6. TPA publications

· work as Staff Editor of the newsletters and magazine, improving the layout and content, working closely with the Student Leadership team and staff representatives

· investigate opportunities for inclusion of advertising in publications

· support students with the creation of year 11 and 13 yearbooks if desired

· maintain an overview of all other TPA publications (Academy Prospectus and such like), ensuring that they project an appropriate and consistent image of the academy 
7. Budget

· plan and manage the annual budget for publicity, advertising and PR activities 

8. Fostering External Relationships 

· maintain close liaison with the other schools and academies in Hackney and the Learning Trust to ensure that the academy takes advantage of opportunities and resources available and is always promoted in the best possible light.

· With the link AVP, support and foster the relationships with key external business and education related partnerships

· Liaise with Primary  Schools to promote TPA and joint initiatives, increasing the profile of the academy and promoting its unique selling points and specialism.

9. Student Admissions

· Market the academy to continue to encourage applications from parents.

· Raise the profile of Sixth Form provision within the borough and beyond and increase numbers 

· Have overall responsibility of the admissions systems in place.

· Ensure student data and files are imported and scanned.
10. Launch and Maintain and Alumnae database and related communication

11. Any additional duties as may be required from time to time by the Director of Strategy and Operations or the Principal.

PERSON SPECIFICATION

SUMMARY ESSENTIAL SKILLS AND PERSONAL QUALITIES

· Have excellent interpersonal and communication skills 

· Have a good command of the English language and grammar 

· Be diplomatic and a strong negotiator 

· Be able to work under their own initiative 

· Be organised and able to prioritise work 

· Have outstanding organisation skills 

· Be able to work under pressure 

· Be able to work with personnel from all levels 

· Feel confident presenting in a range of situations, showing the ability to moderate content appropriately to reflect the audience

· Have strong IT skills and a good working knowledge of online media tools

· Display a strong commitment to support student achievement and promote the profile of the academy in its community
	FEATURE
	ESSENTIAL/DESIRABLE

	QUALIFICATIONS
	
	

	· Educated to a degree level or equivalent
	Essential

	· CIM qualification (or part completion with a desire to complete) or equivalent marketing experience
	Desirable

	· Relevant leadership and management training received
	Desirable

	EXPERIENCE
	

	· Experience of copy editing and website content management
	Essential

	· Experience of working as an administrator in a busy admin environment 
	Essential

	· Evidence of running or having key responsibilities in the delivery of a successful marketing campaign
	Essential

	· Experience of speaking to press organisations and writing press releases
	Desirable

	· Evidence of managing a team and its priorities
	Desirable

	· Evidence of supporting and training senior leaders in effective communication
	Desirable

	· Experience in working in a school environment and knowledge of its challenges
· Ability to Safeguard and promote the welfare of children and young people

	Desirable

	PROFESSIONAL DEVELOPMENT
	

	· Evidence of relevant professional development
	Essential

	· A commitment to developing professional skills of oneself and others
	Essential

	LEADERSHIP & MANAGEMENT
	

	· Understanding of monitoring and evaluation processes
	Essential

	· Ability to work under pressure and to meet deadlines
	Essential

	· Appreciate the importance of the school’s specialist status
	Desirable

	· Knowledge of performance management and staff appraisal procedures
	Desirable

	RELATIONSHIPS
	

	· Commitment to promoting and safeguarding the welfare of all staff and students
	Essential

	· Ability to form sound relationships with colleagues and the wider school community
	Essential

	· Possession of Integrity
	Essential

	· Evidence of outside interests
	Desirable


Flexibility Clause:

Other duties and responsibilities express and implied which arise from the nature and character of the post within The Academy mentioned above or in a comparable post in any of The Academy's other sections or departments.
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