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Marketing Communications Officer (Part-time)

Start date: Ideally January 2025 or as agreed
with the successful candidate













Role and Responsibilities

St George’s is seeking to appoint an enthusiastic and dynamic part-time Marketing
Communications Officer to help deliver the SGA Marketing Strategy as part of the
School’s Marketing Department which is led by the Director of Marketing and External
Communications.

This will be a varied post for a candidate with previous marketing and administration
experience, who wishes to be involved in a professional and busy school community.
St George’s has always enjoyed a strong brand reputation within the sector and seeks
to further define its position in a highly competitive market, by driving brand
awareness to attract and retain pupils while building and developing its reputation
amongst stakeholders and the wider community.



Key responsibilities:
● To regularly translate the SGA brand into written content, directed and

gathered from a variety of sources, and to deploy across multiple social media
channels

● To write or collate copy and photography for, and then collate, 12 School
newsletters per year

● To project manage the collation, production and distribution of The Dragon,
our annual school magazine, including copywriting and editing

● To update all online School profiles as prioritised and agreed with Director of
Marketing and External Communications

● To produce written submissions for sector awards as prioritised and agreed
with Director of Marketing and External Communications

● To write press releases for strategic news stories and campaigns as prioritised
and agreed with Director of Marketing and External Communications

● To offer administrative support as reasonably required by Director of Marketing
and External Communications

● To attend the four INSET days per year which occur at the beginning of each
term in September, January and April.





Person Specification

Skills, Experience and Qualifications:

● Experience of delivering creative on-brand marketing and concomitant
marketing activities

● Highly developed copy-writing skills with a keen eye for detail and strong
proof-reading capability. Good grammar is essential

● Degree or equivalent qualifications or experience commensurate with the
requirements of the role

● Experience of writing and scheduling social media content including
Instagram, Facebook and Linkedin

● Experience of events planning and delivery
● Strong IT skills particularly Google suite and Microsoft Word and Excel

packages.
● Previous experience of Drupal CMS, Canva, Hootsuite, Mailchimp, Linktree, Bitly,

YouTube and Flickr are all desirable.
● Able to work in an organised and methodical way and have sound

organisational skills
● Ability to work accurately and to deadlines.



The successful candidate will:

● Have a genuine and authentic journalistic curiosity to find out about all aspects
of school life, ranging from ‘business as usual activities’ to communicating the
strategic narrative of St George’s

● Have a positive, professional, helpful and friendly approach and work well with
the Marketing and Admissions teams and other stakeholders within the School
and externally to achieve operational requirements

● Demonstrate strong communication and collaborative skills and an ease with
working as part of a high functioning team

● Be motivated, enthusiastic and proactive to deliver operational output with the
potential to work autonomously if required

● Have a good sense of humour, energy, stamina and resilience and be able to
cope with the rigours of a fast moving, proactive Marketing Department

● Have excellent organisational and time-management skills and the capacity to
multitask and work under time pressure

● Be able to learn new skills, particularly technological skills, quickly
● Be able to hold others to account for meeting deadlines to ensure marketing

activities are delivered on time, on budget and on brand
● Be sympathetic towards the ethos of a busy boarding and day school





Salary and Further Information
Support Staff

a. Start date: January 2025 but this will be discussed with candidates.

b.Salary: The FTE annual salary for this role will be in the region of £32,000, which
equates to an actual salary of £6,150 - £8,200 per annum subject to experience
and hours worked. The salary will be paid in monthly instalments. A higher salary
may be available for an exceptional candidate.

c.Pension: The successful candidate will be auto-enrolled into the School’s pension
scheme if eligible.

d.Hours of work: The successful candidate will be required to work an average of 12-
16 hours per week, term time only (33 weeks). Please note that a flexible approach
to your hours will be necessary due to the nature of the post with the possibility of
some working from home as agreed with the Line Manager.

e.Notice Period: There will be a probationary period of one year during which time
the notice period will be one month. Thereafter, the notice period required by
either side to terminate your employment will be one full term.

Any queries about this post may be made in the first instance to Mrs Natalie Man,
Director Of Marketing and External Communications nman@stgeorges-ascot.org.uk.

mailto:nman@stgeorges-ascot.org.uk








The Process
Letters of application to the Head, Mrs Hewer, should be no more than two sides of A4
and, together with the completed application form and confidential cover sheet
should be emailed to recruitment@stgeorges-ascot.org.uk. CVs will not be
accepted. Please complete the relevant application form and confidential
application cover sheet found here:
https://www.stgeorges-ascot.org.uk/our-school/job-opportunities

Deadline: Midday Friday 6 December

An initial Interview/discussion will be held online between Monday 9 December -
Wednesday 11 December.

A visit to the School and second, final interview, will be held at St George’s on
Monday 16 December.
The School reserves the right to interview and/or appoint at any time during the recruitment
process. The position will close as and when a suitable candidate is appointed.

St George’s School is committed to safeguarding the welfare of children at the School. A review of open source
social media and online content will be conducted after candidates have been shortlisted and you may be asked
about this at interview. The appointment will be subject to a successful disclosure check from the Disclosure and
Barring Service. This will give details of all spent and unspent convictions and other recordable matters. A policy
on the recruitment of ex-offenders is available, if required, from the School Office. The supplied references will be
taken up and the School may approach previous employers for information to verify particular experience or
qualifications. A medical questionnaire will be required to be completed by the successful candidate.

mailto:recruitment@stgeorges-ascot.org.uk
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