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Role: 
 

Director of Marketing  

Job Purpose: To provide strategic leadership and direction to the school’s marketing, pupil 
recruitment and development and communications functions, in support of the 
school’s strategic objectives. 
  

Accountable 
to: 

The Headmistress 
 

Responsible 
for: 

Members of staff working in Admissions, Communications, Marketing and Alumnae 
Relations 
 

Accountabilities: 
 

1.  Policy/Strategic direction and development 
 
a. Develop and implement a short term and long term development strategy for marketing 

and communications in conjunction with the Head. 
b. Produce the annual marketing plan that includes campaign planning which is regularly 

reviewed so that it meets the school’s objectives, and make recommendations for change 
and innovation as necessary. 

c. Attend SLT Strategic meetings when required. 
 

2.  Marketing and external links, including public occasions  
 

a. Lead the marketing and communications materials (social media, newsletters, brochures, 
press releases and articles) to ensure these present an appropriate image and profile of 
the school. 

b. Lead the advertising and promotional campaigns, including fundraising initiatives where 
relevant and ensure that the school environment, displays and signage have an 
appropriate and consistent message on brand. 

c. Manage the work of the Admissions’ Officer and keep admissions procedures and follow-
up under review to ensure all enquiries are tracked and followed up appropriately. 

d. Lead the effective marketing of the school to ensure that: 
 

i) Internal marketing activities are planned to increase retention at 16+ and 11+ and 
include liaison with Prep and Senior staff 

ii) Opportunities are developed to attract and recruit new students in line with 
recruitment targets for Prep and Senior School including strengthening links with 
feeder schools 

 

3.  Management of resources 
 
Manage an agreed budget to ensure that resources are maximised, that value for money is 
obtained, and that overspending does not occur. 
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4.  Training & development  
 
Take responsibility for progressing the professional development of your team.  
 

5.  Monitoring & evaluation  
 
a. Monitor and evaluate the effectiveness of campaigns to ensure that they are meeting 

agreed objectives and raising the profile of the school; as required, prepare and present 
reports to the Head/SLT/Governors on the operation and effectiveness of the services 
provided. 

b. Produce and Maintain an Admissions Dashboard to monitor recruitment progress and 
report this on a regular basis to the SLT. 

c. Lead and manage regular school development/PR committee meetings to plan, progress 
and review initiatives. 
 

6.  Supporting the work of the GDST  
 
a. Develop strong, positive relationships with GDST colleagues, contribute to collaborative 

work across GDST Schools and support other staff in participating in GDST work, in order 
to develop and share best practice. 

b. Contribute to GDST intranet site in terms of case studies, articles, ideas, etc. so that it can 
become a truly interactive, learning tool for all. 

 

7.  General requirements 

All school staff are expected to: 
 
a. Work towards and support the school vision and the current school objectives outlined in the 

School Development Plan. 
b. Contribute to the school’s programme of extra-curricular activities. 
c. Support and contribute to the school’s responsibility for safeguarding students. 
d. Work within the school’s health and safety policy to ensure a safe working environment for 

staff, students and visitors 
e. Work within the GDST’s Diversity Policy to promote equality of opportunity for all students and 

staff, both current and prospective. 
f. Maintain high professional standards of attendance, punctuality, appearance, conduct and 

positive, courteous relations with students, parents and colleagues. 
g. Engage actively in the performance review process. 
h. Adhere to policies as set out in the GDST Council Regulations, ORACLE and GDST circulars.  
i. Undertake other reasonable duties related to the job purpose as required from time to time. 

 

Review and 
Amendment 

This job description should be seen as enabling rather than restrictive and will be 
subject to regular review.  
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Person Specification 
 
Skills Required 

Excellent written and spoken English Essential 

ICT competence at a level to meet the demands of the job Essential 
Desktop publishing skills; familiarity with InDesign Desirable 

Familiarity with website management /CMS Essential 

Proven high level of organisational skills Essential 

Ability to communicate effectively and confidently with all members of 
the school community 

Essential 

Influencing skills, capable of inspiring others Essential 

Grasp of fundraising techniques Essential 

Creative, copywriting experience Essential 

 
Knowledge Base 

Proven track record of developing and implementing successful PR, 
marketing and communications plans. 

Essential 

Proven track record of developing and implementing successful 
development and fundraising campaigns 

Essential 

 
Qualifications/Attainment 

Experience in fund raising, marketing, public relations or event 
management  

Essential 

Degree in related subject or a professional qualification Desirable 

 
Experience 

Significant experience in marketing, PR or communications Essential 

Experience of working in a charity or educational setting Desirable 

Experience of fundraising Desirable  

Experience of website design  Desirable 

 
Attitude/approach 

Self-motivated and able to work under own direction Essential 

Proactive and imaginative in approach  Essential 

Flexible and willingness to be involved Essential 

Ability to work with young people Essential 
Ability to remain calm when under pressure and employ tact and 
diplomacy in difficult/sensitive situations 

Essential 

 
This post will require close liaison with the Headmistress, Head of Prep School and other 
members of the SLT.   


