CLAIRES COURT

Application Pack

Marketing Manager
Required as soon as possible
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Our School
Our curriculum extends far beyond the basics and offers a myriad of opportunities
and stimuli. Our students experience an education which equips them really well for
life in an ever changing, fast paced and challenging world.
At Claires Court our aim is to develop our boys and girls to succeed in life and we
achieve this by having a strong and coherent learning philosophy, called the Claires
Court Essentials. This is underpinned by our Key Values and together they help
develop happy young people with deep feelings of self-worth and self-belief. As an
all through diamond structure school, we offer girls and boys the unique opportunity
to thrive in surroundings that suit their learning and social needs best.
It is our job as educators to ensure that we provide multiple opportunities which
enables access for children, builds a have-a-go mentality and develops interests in
diverse areas. Whatever a child’s starting point in life, developing their internal
motivations to succeed is the most effective way of ensuring they will be successful
as learners and collaborative members of their society.
Junior & Senior Girls (4-16) Nursery (co-ed 3-4+) Sixth Form (co-ed 16-18)
College Avenue

Junior Boys (4-11) The Thicket,
Maidenhead Thicket

Senior Boys (11-16)
Ray Mill Road East
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The Role
An exciting opportunity has arisen for an enthusiastic and creative Marketing
Manager to join our team, starting as soon as possible.
The purpose of this role is to support the Principals on the delivery of the Claires Court
strategic marketing plan for the School’s six divisions across three sites, in order to
ensure the School’s image and reputation is enhanced and promoted, focusing on
the active recruitment and retention of pupils. Additionally, this role needs to provide
expert advice and assistance on marketing and brand management, developing
relationships with all staff to ensure that the School’s marketing approach is
consistent and coherent. A key focus is to assist the Principals in the PR and
communication activities related to the proposed new campus.
The ideal candidate will have:







A broad knowledge and experience of appropriate marketing principles and
techniques, ideally in an independent school environment
A formal qualification in marketing, market research or public relations is
desirable.
Excellent communications skills and the ability to work with all Office software,
ideally the Google Suite and the School’s website and social media profile.
High levels of self-awareness and interpersonal skills and a desire to work
collaboratively to achieve Claires Court School’s outcomes.
The ability to look at problems and opportunities from new perspectives and
generate creative solutions.
Excellent organisational and project management skills to deliver agreed
targets and work to schedules.

This is a full-time position working 40 hours per week, all year round. A flexible
approach is essential as occasional evening and weekend working will also be
required. Salary will be negotiable, dependent on experience.
In return we offer a positive working environment, with supportive colleagues and
regular opportunities for professional development and training.
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Reporting Structure

Administrative Principal
Heads of
School
Marketing Manager

Registrar

Marketing Officer

Job Specification
Job purpose
Support the Principals and heads on the delivery of the Claires Court strategic
marketing plan for the School’s six divisions across three sites, in order to ensure the
School’s image and reputation is enhanced and promoted, focusing on the active
recruitment and retention of pupils. The post holder will also assist the Principals in
the PR and communication activities related to the proposed new campus.
Reporting to the Administrative Principal and working closely with Registrar’s office,
the Marketing Manager is a key member of a small and busy team that focuses on
engaging our internal and external stakeholders by providing digital, creative,
operational and editorial support.
A flexible team-player, who has the confidence to work autonomously, creating
influential and informative communications to drive the engagement of new
audiences across multiple platforms. Specifically, they oversee the day-to-day
running of the School’s marketing activities to develop the planning and deliver of
innovative and engaging campaigns to meet pupil recruitment targets.
This role has day-to-day line supervision of the Marketing Officer.
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Main duties / key responsibilities:
Marketing











In conjunction with the Executive Management Team (EMT), devise a
marketing strategy and annual action plan, reporting regularly on progress
and working within an agreed budget.
Take responsibility for the brand image and values across all communications,
ensuring staff adherence with the brand guidelines and that there is quality
and consistency across the divisions.
Have oversight of all marketing and publicity materials, including advertising,
events programmes, online content, publications, prospectus and other
significant collateral with responsibility for approving the final content.
Manage the production and stock of branded marketing materials liaising
with suppliers.
Work with the Registrar and the Heads to ensure marketing activities are
planned and agreed and differentiate the School’s divisions to identified
target markets.
Project manage key events (with other select members of SLT) such as
Speech Day and Prize Giving focusing on the collateral and communications.
In association with the Registrar and Marketing Officer plan, develop and
implement targeted, integrated campaigns, digitally and in print, ensuring
they are in line with the School’s recruitment timeline.
Responsible for the offline advertising schedule, including the creation of
press and other adverts (feeder school publications/train station etc.) for
Open Days, scholarships and other key events.
Oversee the development of the School’s image library, with responsibility for
appropriate consents and copyright.
Develop and contribute to the School's digital strategy, including the website,
its integrated services and social media profiles, maximising on online
presence through SEO, PPC and creative content.

Communication and Public Relations








Lead and manage media relations, to deliver an effective digital and social
media plan including the content plan for news articles and the
management and monitoring of all Claires Court social media accounts.
The coordination of all external communications including local and national
press and media channels, be the first point of contact and act as
spokesperson for the School if required by the Principals.
Assist the Registrar with the preparation and hosting of key marketing events
including Open Mornings and Evenings.
Support the Principals in the management of all relationships and activities in
relation to marketing and communications for the proposed new campus.
Work closely with the appointed agencies and partners of the new campus
project to ensure collaborative working and appropriate agreed messaging.
Management of external agencies for website development, design, PR and
advertising etc.
Develop strategies to build links with feeder schools working with the Heads
and Registrar to create a programme of engagement including mailings,
visits and activities.
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Take a partnership approach to developing marketing practices across the
divisions, and support the PTA and Holiday Activities in delivering their
communications.

Research and Data Analysis





Monitor and track trends in roll numbers and recruitment statistics, and use the
admissions funnel for effective forecasting and planning.
Monitor and analysis key metrics creating monthly reports on website and
social media performance.
To be aware of research, developments and best practice in social media,
SEO and web content.
Measure the effectiveness of parent communications messages and
channels on an ongoing basis and make recommendations to review and
amend the strategy as appropriate.

All responsibilities outlined in this job specification are subject to review and change
from time to time.
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Person Specification
The School will seek evidence of the following criteria from:- Application form
- Letter of application
- References
- Interview
- Qualification certificates
REQUIREMENT
Experience
and
Qualifications
-

Knowledge

Skills

-

-

-

-

-

Personal
Qualities

-

Other
requirements

-

A broad knowledge and experience of appropriate marketing principles
and techniques, and the ability to apply them to the School’s
environment, taking into consideration the perspective of target
audiences.
Experience of cross-departmental collaboration.
A formal qualification in marketing, market research or public relations is
desirable, though not essential
Experience of an independent school environment and/or independent
schools’ marketing is desirable, though not essential.
Understanding changing markets and keeping up to date.
Running campaigns and successful marketing initiatives.
Understand the briefing and design process.
Writing creative and engaging copy.
Proof reading and correcting content.
Broad range of knowledge of all social media.
Is able to get the best from their direct reports through regular quality
conversations, clear expectations, feedback and coaching.
Excellent communications skills demonstrated by the ability to
communicate with a clear purpose in mind, and formulate relevant and
effective messages whilst presenting them through the most effective
medium.
The ability to work with all Office software, and ideally the Google Suite,
and to understand and promote the role of the internet and social
media within the School’s environment.
Excellent self-awareness and interpersonal skills and the ability to work
with heads and different teams to develop a clear understanding of the
aims of the marketing team to deliver the school requirements.
Creative with the ability to look at problems and opportunities from new
perspectives, discover and apply ideas from other sources and display
sensitivity to visual design.
Excellent organisational and project management skills to deliver agreed
targets and work to schedules.
Enthusiasm, energy and a sense of humour.
A flexible team player, with a creative spark and an optimistic outlook.
Can think strategically as well as have an eye for detail.
Enjoys using own initiative and working collaboratively.
Rigour and reliability, following through on projects and day to day
activities.
Committed to the protection and safeguarding of children and young
people.
Understands and is willing to uphold, the core values of Claires Court
Schools.
Ability to travel across sites using own transport, as required.
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Further Information
EQUAL OPPORTUNITIES
It is the policy of Claires Court Schools to ensure equality of opportunity for all
members of staff, both teaching and non-teaching.
SAFEGUARDING STATEMENT
We are committed to safeguarding and promoting the welfare of children and
applicants must be willing to undergo Child Protection screening appropriate to the
post, including checks with the Disclosure and Barring Service.
In addition to an assessment of their ability to perform the duties of the post applied
for, candidates invited to attend for interview should expect further discussion
relating to safeguarding and promoting the welfare of children.
APPLICATIONS
To apply, please download an application form from our website. Please post
completed forms to the following address:HR Department
Claires Court Schools Ltd
1 College Avenue
MAIDENHEAD
SL6 6AW
Alternatively, completed forms may be emailed to recruitment@clairescourt.com
(no agencies, please).
Applications must be received by 12:00pm on Wednesday 16th October. Please
apply early as applications will be considered upon receipt; we reserve the right to
interview/appoint prior to the closing date.
NB: CVs will not be accepted in place of an application form, but may be submitted as additional supporting
documentation.
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CLAIRES COURT

HR
1 College Avenue
Maidenhead
SL6 6AW

www.clairescourt.com
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