Our Lady’s Catholic High School

	Post title: Marketing & Communications Officer 

	Grade:
	Grade 5 SCP 6 to 11 (£21,968-£24,054 f.t.e.)

	Job Purpose:  The main objectives to be achieved by the Postholder

	The Marketing & Communications Officer will lead and develop communication and marketing strategies, both internally and externally, to positively promote the profile of our school.  The successful candidate will foster positive links and partnerships with businesses and community contacts and build strong working relationships with members of both the teaching and support staff and parents and carers.

Specific responsibility for the day to day management of the school’s website and online presence, through a range of social media platforms together with the generation and collation of news content ensuring that all marketing activity is widely and appropriately publicised. 
 

	Accountabilities/Responsibilities – appropriate for this post:

Public Relations and Communication


	1. Maintain the school’s PR and marketing activities to further enhance the positive profile of the school.
2. Identify opportunities for, and be responsible for, the production of high quality press releases and articles for web and social media platforms.
3. Liaise with all curriculum areas to identify PR leads and case studies for use in local & regional press and digital media.
4. Manage and maintain content of the school website and social media profile through a variety of appropriate avenues and ensure that all external communication from the school is quality controlled and meets the school’s high standards.
5. Co-ordinate resources, provide support and maintain high-quality displays and sources of information around the school.
6. To establish an alumni database and regularly communicate to all members updates abut the school and opportunities to engage with the community.

Marketing

7. Maintain a clear branding policy and house style for all school documentation.
8. Support the design, production and distribution of a range of marketing materials for the school including the school newsletter and prospectus.
9. Maintain an up to date profile of school activities and events using a range of strategies, for example, online content/printed publications.
10. Actively promote school events and activities, and share the successes of individuals and teams with the wider community (involving some additional evening working hours).
11. Coordinate and maintain up to date photographs of staff and students, including annual school photographs. 
12. Support the organisation of events such as the GCSE Certificate Evening and Open Evenings.

Other duties

13. To prepare and where necessary prepare reports to the Governors and Senior Leadership Team.
14. Provide general clerical and administrative support, including word processing, minute taking, filing routine correspondence, distributing communications as required.
15. Maintain stock and order supplies, including the processing of orders, checking of incoming deliveries, obtaining prices from occasional suppliers and storage of stock.  
16. To undertake other duties determined by the Senior Leadership Team commensurate with the grade.




