St John’s Primary School 
Job Title: Communication and Marketing Officer       (Grade: 7) (JE No:  )


	Job title: 

	Communication and Marketing Officer 
	
	Ealing GLPC Grade:
	7

	
	
	
	
	

	School: 
	St John’s Primary School
	
	Post No:
	

	Line manager:
	Head teacher 

	Supervisory responsibility:
	Supervise training and develop other school administrative and clerical staff as necessary

	Hours:
	15-20 hours p/week (hours and days negotiable) term time only 


This form lists the essential requirements needed in order to do the job.  Applicants will be short-listed solely on them meeting these requirements.

Essential Requirements

AP – Application Form SP – Selection Process Ref – Reference

Education and Experience

	
	Essential/Desirable
	Method of Assessment 


	a. GCSEs Maths and English grade C or above, or equivalent; 
	E
	AP

	b. Graduate level or equivalent;
	D
	AP/SP

	c. Experience in a marketing, communications or PR role
	E
	AP/SP

	d. Experience of digital marketing or website management and/or evaluation 
	E
	AP/SP

	e. Experience of using social media in a business/organisational setting.


	D
	AP


Knowledge, Skills and Abilities 

	
	Essential/Desirable
	Method of Assessment 



	f. An understanding of media relations and PR
	D
	AP/SP

	g. Experience of using website content management systems, and developing websites from a user perspective
	D
	AP/SP

	h. Experience of managing and using data for marketing purposes
	D
	AP/SP

	i. Experience of managing suppliers e.g. designers, printers and advertising agencies


	D
	AP/SP

	j. Excellent communication - especially copy writing skills for a variety of media
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	E
	AP/SP

	k. Ability to develop and maintain efficient record keeping/management information systems, providing accurate records and reports as required
	E
	AP/SP

	l. Knowledge of a variety of ICT systems including Excel, Word, Publisher
	E
	AP/SP

	m. Good negotiating skills
	E
	AP/SP

	n. Ability to reconcile priorities, work to tight deadlines and problem solve
	E
	AP/SP

	o. Receptive to new ideas, approaches and challenges
	D
	AP/SP

	p. An ability to communicate effectively with teachers, students, parents and multi agencies
	E
	AP/SP

	q. An ability to work autonomously and as part of a team, showing initiative 
	E
	AP/SP

	r. Good organisation, time management, communication and interpersonal skills
	E
	AP/SP

	s. Can use English language flexibly and effectively for social, academic and professional purposes
	E
	AP/SP

	t. A team-player who is happy to go beyond their own responsibilities to help others at busy times
	E
	AP/SP


Commitment

Demonstrate a commitment to:

a. equalities

b. promoting the school’s vision and ethos

c. relating positively to and showing respect for all members of the school and wider community

d. ongoing relevant professional self-development

e. safeguarding and child protection 
This school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Successful applicants will be subject to enhanced DBS checks, qualifications and experience checks and satisfactory references.
	Prepared by:
	
	Date
	 
	/
	
	/
	

	Agreed by:
	
	Date
	  
	/
	
	/
	



September 2017

