	
	Job Description
Head of Marketing (Olympia)



	Salary 
	Competitive

	Hours 
	42.5 hours per week 

	Work Pattern
	Full Time – Year Round (52 weeks)

	Contract Type 
	Permanent 

	Responsible To 
	 COO & Head Teacher

	Location 
	Kensington Olympia


[bookmark: StartPosnPrint]
The Head of Marketing is a key position within the schools and is responsible for supporting the marketing and recruitment for the prep school, senior school for girls and senior school for boys.  
 
You will raise the profile of St James Schools amongst key audiences (parents, staff, media, etc.) and the wider public by developing and delivering communications plans to promote each school’s objectives, particularly pupil recruitment and retention. 
 
The role has a focus on newsgathering and storytelling across various channels (including online, print, and social). The role will also necessitate involvement in advertising (off and online), PR, events, digital marketing, social media, and face-to face marketing. 

The postholder will line manage all of the marketing personnel within St James Schools.  

Duties
General Responsibilities 
· You will drive key marketing initiatives to grow brand awareness for the schools.  
· You will be the guardian of the brand and lead brand campaigns.  
· Work with the senior leadership team and stakeholders to develop and execute a cohesive and clear vision and ethos for all three schools. 
· Develop and lead the marketing strategy which delivers against key objectives and ultimately achieving 100% capacity across the portfolio.  
· In-depth knowledge of digital and social platforms and how to generate traffic to the website and generate leads and enquiries to the school. 
· Highly analytical and results driven.

Specific Responsibilities 
· Publicise events and activities to a wide range of audiences. Assist in the preparation of communication materials for these events where required. 
· Generate interesting rich content for the school communications channels, specifically social media, and the websites. 
· Be responsible for proactive news & information gathering, through maintaining strong relationships with staff across all settings. 
· Ensure news and related content is updated on each setting’s website, blogs, and social media channels; support in managing each setting’s social media channels, as required. 
· Engage prospective & current parents and all staff by creating informative marketing emails, invitations, surveys and other communications as required. 
· Manage and maintain contact databases and lists. Work with the registrar and other administrative staff to develop prospective and current parent lists. 
· Track and monitor success of email newsletters and social media posts. 
· Consistently review website content and all channels to ensure information is correct and fit for purpose. 
· Collaborate with key stakeholders in the school and nursery to understand their communication needs and develop plans to assist where possible. 
· Stay informed on trends & developments in new, innovative communications and explore solutions and approaches to improve communication across the schools and beyond. 
· Compile newsletters for each of the schools as and when required. 
· Attend events such as Drama Productions/Prize Giving etc. as required to take photographs for marketing purposes.
· You may also be required to undertake other duties of a commensurate nature as required by the COO from time to time.

Personal Specification

Essential
· Experience as a Senior Marketing Manager  
· Digital marketing and social media management experience is essential 
· Keen eye for design and detail 
· Exceptional track record of growing market share 
· Very presentable and a confident communicator 
· Positive, can-do attitude 
· Ability to communicate with and connect well with range of audiences 
· Results driven, with strong business acumen 
· High level of organisational and planning skills 
· The ability to roll up your sleeves and get the job done, often meeting challenging targets 

Desirable 
· Experience in lead generation within the education sector
· Confident user of marketing software packages
· Proven track record as a head of department and line manager 
· Background in devising strategic marketing plans
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