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Marketing Coordinator 
Job Description 
Responsible to:  
Marketing Lead
 
Remuneration: 
This is a Band 2 Role with a pay scale of RW4 to RW12 (2024; £24,876 to £29,120), final salary dependent on experience. Progression through the scale can be achieved through the appraisal process. 
 
Responsible for: 
Rishworth School is a through school and the Marketing Coordinator is required to undertake marketing activity for the whole school: Nursery, Heathfield Prep, Rishworth School, Sixth Form RIFA and boarding.  This is a varied and exciting role that uses multi-channel marketing techniques to promote Rishworth School to students, staff, parents, alumni, and external partners around the world. The Marketing Coordinator is responsible for contributing to the delivery of internal and external marketing and communication across the School and its brands primarily (but not exclusively) for the retention of current customers. In conjunction with the Marketing Lead ML, who will focus principally (but not exclusively) on acquisition of new customers, together you will work with the Senior Leadership (SLT) and Admissions Teams to set an annual school business plan from which the domestic and international marketing strategy will form.
General Responsibilities and Duties: 
Market Research, Planning & Analysis
· Maintain an awareness of independent and selective non-fee paying competitor schools;
· Support the ML and SLT in the annual school business planning process;
·  Set key performance indicators to ensure the media platforms deliver and create appropriate weekly, monthly and annual reports to disseminate to appropriate personnel; 
· Analyse campaign performance and adjust accordingly to ensure effective spend and budgetary control.
Advertising 
· Assist the ML in the creation of acquisition style advertising for print and digital advertisers.
Social media  & Digital Marketing
· Co-ordinate and populate the rolling annual retention social media planner and share on open access to marketing and admissions;

· Co-ordinate asset capture with all key stages within the school;

· Create all written content, visuals, graphics and digital adverts with photography and video using design software and video editing software;

· Ensure social media enquiries are handled promptly and engage with followers. Be vigilant for any external misconduct across all sites and handle affectively; Research and develop future social media channels e.g. Tik Tok, We Chat

· Monitor analytics to identify trends and refine social media strategy and report these to the ML;

· Liaise with staff and parents to promote student achievements across socials.
Content Creation, PR & Brand Management
· Identify opportunities to collect photography and video assets;

· Arrange and take photos and video footage, when required;

· Maintain a library of high-quality up-to-date photography for the school, catalogue on a database alongside child censorship records on general school access and Flickr;

· Arrange external photography for events and prospectus shoots and liaise with supplier to ensure our vision and brief is met;

· Ensure consistency in branding across all communications;

· 2-person proofing system for all marketing materials to uphold brand integrity before print/post;
· Support wider school community on managing curriculum area specific social media accounts including guidance on tone of voice, photo quality and school brand guidelines and by providing 2nd person proofing. 

Website Management
· Manage website to ensure content reflects up to date key stage/curriculum offerings, events, calendars, contacts, staff, etc;

· Consider a social media feed on to the website to leave the news section purely for acquisition type content;

· Assist with maintaining Rishworth’s profile on directory and external partner websites.  
Event Co-ordination
· Support in planning the school calendar events Prize Givings, and the School Ball;
· Ensure effective promotion and engagement for events through various channels;
· Maintain online booking and payment systems for all events via Eventbrite or the School’s website;

· Record, monitor, and follow up with ticket sales. Communicate with the Finance team to ensure that all payable tickets are paid for prior to the event;
Support in the organisation and execution of school recruitment events, including but not limited to: Open Days, Taster Days, and Transition Days.

Design & Print of Support Material
· Co-ordinate the creation of brochures, ensuring content and branding is correct - including prospectus, course guides, handbooks etc and liaise with external printers to ensure quality prints;

· Where necessary produce bespoke print/digital materials to support specific campaigns, website and events, making sure that all digital avenues, such as Issuu, are up to date with new materials;

· Liaise with teachers and departments to support with marketing materials and department events, e.g posters, invitations, ticketing, decorations, volunteers;

· Co-ordinate the Rishworthian magazine/newsletter and run Rishworth news EE club;

· Liaise with external suppliers on print and merchandise requirements and maintain ongoing stocks;

· Work with the SLT EE lead and Academic Administrator to develop the schools Extension and Enrichment booklet, each term.
Admissions 
·  Support the Admissions in creating branded kit lists, marketing materials and up-to-date handbooks for recruitment events;

· Provide cover to the admissions team when one or more are unavailable;

· Conduct tours for prospective parents if required.
Prerequisites for the role  
·  Adhere to the School’s Code of Conduct & Policies and uphold the brand values and integrity at all times;
· Ability to motivate, manage and interact well as part of a team;
· Occasionally support school events outside of normal working hours e.g. school open days;
· Adhere to protocol and respect confidentiality in all matters, protecting any data in accordance with the Data Protection Act 1998 and the General Data Protection Regulation (GDPR) 2018.

Hours 
This is a full-time all year-round position 08:15-4:45pm, however flexibility in working hours could be considered and discussed at interview. 
Employee Name (PRINT):	________________________________________________

Employee Signature:		________________________________________________

DATE:				________________________________________________

Employer Name (Finance and Operations Director):	Mrs Laura Twigg

Employer Signature:		________________________________________________

DATE:				________________________________________________
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