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	Job title:
	Communications & Marketing Officer


	
	Ealing GLPC Grade:
	Scale 7

	
	
	
	
	

	School:
	St John’s Primary School 
	
	Post No:
	

	Line manager:
	Head Teacher, Senior teacher

	Supervisory responsibility:
	Responsible for management of school administrative and clerical staff as necessary

	Hours:
	15-20 hours per week  -  Term Time Only 39 weeks per year (hours and days negotiable) 



Main purposes of the job
Duties and Responsibilities
The Communications & Marketing Officer will be required to undertake the tasks outlined below, under the direction of the Head Teacher or Business Manager. 

 Website and Online Media 

· Maintain, review and update the School’s website to ensure compliance, with clear, engaging and accessible material that is consistent with the School’s communication and marketing messages, targeted appropriately to stakeholder groups.

· Effective use and expansion of social media as a means of communication. 

· Help prepare and issue the newsletters from the school. 

· Help prepare material for Admissions.  
· Develop other aspects of the school’s online marketing where appropriate and keep abreast of and capitalise on digital/electronic initiatives.

 
Copywriting 

· Develop, collate and edit creative, well-written material (and edit copy, written by others) for a variety of media such as the website, newsletters, press articles and advertisements and to develop this using the full range of available media.

 
Advertising, Directories and PR 

· Ensure good and effective press coverage, including identifying opportunities for stories and events, obtaining feedback about such events from those who have been responsible for them, preparation of press releases, regular liaison with local and national press, and coordination of copy production for marketing supplements, etc. 

· Ensure the school’s entry in online and printed school directories is up-to-date and accurate. 

· Help manage the booking of advertisements for local press and magazines and evaluate response. Maintain a record of press releases and adverts. 


Visual Imagery 

· Photograph (or arrange someone to photograph) key events in the School’s calendar and liaise with pupils and staff to gather the relevant details for the website, school newsletters, press releases and other promotional material. 

· Maintain and manage a well catalogued photographic library, for promotional use in whatever form.

· Produce photos to sizes and formats as required. 

· Investigate the use of the moving image to promote the School on the website or via other means.

 
Design 
· Assist with designing (and editing) the various school publications, obtaining the material needed from the staff responsible to ensure that a complete record of activities is covered.

·  Assist with the production of other publications such as the school prospectus.

·  Assist with promotional materials such as advertisements, flyers and newsletters for external audiences, including events such as Open Days. 

· Create publicity material for internal events such as drama and music programmes. 

· Provide internal marketing assistance including liaison with staff and preparation of notice board displays, open day displays and newsletters. 

· Liaise with external printers to manage the production process and ensure that material is produced on time and to a high quality. 


 
Other Responsibilities 

· Reception desk duties at beginning and end of school day and/or when necessary.
· Ensuring the Head Teacher’s diary is updated with school electronic diary daily.
· Assist with any market research undertaken (including pupil/parent/staff satisfaction surveys). 

· Assist in planning, implementing and evaluation of other marketing initiatives and contribute to the on-going process of developing the school’s marketing strategy. 

· Carry out other relevant duties as directed by the Head Teacher such as providing other administrative support including mailings, filing, photocopying, etc.

Hours of Work 

· This is a part time appointment, hours and days negotiable 15-20 hours p/week (39 weeks including INSET DAYS) including a one hour lunch break (unpaid). 

· A flexible attitude to working hours is necessary as the post holder will be sometimes be required to work additional hours (paid)  when the pressure of work necessitates it and for events such as open evenings or music, art and drama performances. The Communications & Marketing Officer will usually need to attend such events to photograph and to document them for the website or a newsletter. 

The Post Holder will assist with the identification of annual targets for her/him arising from the main accountabilities set out in this job description and they will constitute the priority responsibilities for the year ahead. In doing so, accountabilities will remain flexible so that the post can reflect the changing needs of the school. Achievements by the post holder will be reviewed at least once a year and logged.
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