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Job Description
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Role: 		Marketing and digital officer
Reporting to: 		Marketing Manager 
Summary of role: The Marketing and Digital Officer plays a crucial role in developing and
implementing marketing initiatives to enhance the school's online presence and brand awareness.
This role also includes responsibility for social media and digital content creation for alumni
engagement, strengthening relationships with former pupils and maintaining their connection with
the school.
Responsibilities:
1. Content Creation:
· Create engaging and compelling content for the school's website, blog, social media channels, email newsletters, and other digital platforms.
· Update and maintain website content to ensure accuracy, relevance, and optimal user experience.
· Collaborate with various departments to gather information and create informative content about the school's academic programmes, events, achievements, and extracurricular activities.
· Develop and manage digital content across the school, including for alumni engagement - updates, success stories, and networking opportunities.
2. Social Media:
· Work with the Director of External Relations and Marketing Manager to execute social media strategies to drive engagement, influence recruitment, increase followers, and promote the school's brand.
· Manage and create social media content tailored to different audiences, including prospective families, current pupils, and alumni.
· Develop dedicated alumni-focused social media campaigns and initiatives to foster a sense of community and connection.
· Create and schedule social media posts across various platforms (e.g., Facebook, Instagram, LinkedIn) to maintain a consistent and engaging online presence.
· Monitor social media trends and identify opportunities for content creation and community engagement.
3. Digital Advertising and Analytics:
· Assist in the creation and management of digital advertising campaigns (e.g., Google Ads, social media ads) to increase visibility and reach the target audience.
· Monitor and analyse campaign performance, website traffic, and social media metrics to provide regular reports and insights for continuous improvement.
· Stay up to date with the latest digital marketing trends, tools, and technologies to optimise marketing efforts and recommend innovative strategies.


4. Email Marketing:
· Create and design visually appealing email newsletters and campaigns to communicate with prospective and current parents, alumni, and other stakeholders. This includes responsibility for the weekly newsletters.
· Manage email marketing lists, segmentations, and automation workflows to deliver personalised and targeted content.
· Develop alumni-focused email campaigns, including event invitations, school updates, and fundraising appeals.
5. Branding and Design:
· Assist in maintaining the school's visual identity, ensuring brand consistency across all digital channels.
· Create eye-catching graphics, images, and videos for digital and other marketing campaigns.
· Develop engaging digital content to celebrate alumni achievements and encourage ongoing involvement with the school.
6. Alumni Engagement:
· Develop and deliver digital content that fosters alumni connections.
· Create and maintain an alumni-specific digital presence, including a dedicated section on the school's website and social media platforms.
· Support digital initiatives for alumni events, networking opportunities, and fundraising efforts.
7. Admissions and Reception Duties:
· Assist the admissions department during busy periods on an ad hoc basis. This includes being present at some school marketing events that happen outside of normal working hours (time off in lieu will be given).
· Cover the reception desk over breaks and at other occasional times.
General Responsibilities:
· Actively promote and market the school and present a positive image of the school and its activities both within and outside the school environment.
· Ensure all duties are carried out in accordance with health and safety regulations.
· Undertake any training and development for the better fulfilment of the post.
· Undertake any ad hoc duties or projects as requested.
· Undertake any other duties and responsibilities as determined by the Director of External Relations.
Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 
The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.


This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.

Person Specification

	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Education and qualifications 
	GCSE English and Maths grade C or above or equivalent

	Degree in marketing, digital marketing, communications, or a related field or equivalent experience.

	· Application
· Certificates

	Experience 
	Experience in digital marketing

Solid understanding of digital marketing principles and strategies

	Experience of working in a school or education environment
	· Application
· Tasks
· Interview

	Skills and abilities
	Proficiency in digital advertising platforms (e.g., Google Ads, Facebook Ads) and analytical tools (e.g., Google Analytics).

Familiarity with social media platforms, content management systems (CMS), and email marketing tools.

Excellent attention to detail, organisational skills, and ability to manage multiple projects simultaneously.

Strong analytical mindset with the ability to interpret data and derive actionable insights.

Knowledge of A/B testing methodologies and ability to analyse results for continuous improvement.

Creative thinking and ability to contribute innovative ideas to the marketing team.

Strong writing and editing skills, with the ability to create engaging and error-free content for various digital platforms


	Basic graphic design skills and familiarity with design software (e.g., Adobe Photoshop, InDesign, Canva).



	· Application
· Tasks
· Interview

	Professional Values 
	Outstanding interpersonal skills, with an ability to build and maintain relationships with individuals at all levels and inspire trust

Excellent verbal communications skills, and the ability to communicate clearly and tactfully in all situations

The ability to anticipate the best tone to engage effectively with each section of our audience

Establish and maintain good professional relationships with pupils and colleagues and promote a positive working environment

Work effectively within a team and also under own initiative

A strong sense of completion and responsibility, with perseverance and pride in finishing tasks well
	· A desire to develop/establish a career in the charity sector
	· Application
· References

	Knowledge and understanding 
	Excellent IT skills, including Microsoft Office programs 

Excellent administrative and organisational skills, with accuracy in all areas of work

	
	· Application
· Tasks

	Personal characteristics 
	Committed to safeguarding and promoting the welfare of pupils

Committed to developing an understanding of and engaging with the school and its activities

Passion for education and a genuine interest in promoting Exeter School's virtues.
	
	· Interview
· References
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