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Marketing Executive 
 
Job Description & Person Specification 
 

St Edward’s, Cheltenham 

St Edward’s, Cheltenham comprises two independent day Schools, both located in the heart of 
Cheltenham. We are a Catholic foundation welcoming students of all faiths and none, whose parents 
feel that they would benefit from our outstanding pastoral care and excellent teaching. Situated on 
two sites, approximately five minutes from each other, and enjoying over forty-five acres of grounds, 
together the two Schools provide academic excellence and a nurturing community for boys and girls  
aged 1 – 18. 
 
 
The Department  

The Admissions & Marketing Department comprises the Director of Marketing & Admissions, the 
Admissions Manager (Senior & Sixth Form), the Admissions Manager (Prep School) and the 
Marketing Executive. The Department is often the first point of contact for new parents and pupils and 
therefore a professional, warm and friendly approach is essential.  
 
 
The Role of Marketing Executive 

The Marketing Executive will be responsible for the delivery of targeted communications and 
marketing activity in accordance with the Trust’s overall communications and marketing objectives. R 
to the Director of Marketing and Admissions the post holder will aim to maximise positive brand 
awareness and influence prospective parents and pupils to consider St Edward’s, Cheltenham as a 
preferred choice of school. This role operates across both the Prep and Senior & Sixth Form sites. 
 
This is an ideal position for a candidate with previous marketing experience who wishes to be involved 
in a professional and busy school community. The role requires excellent organisational skills and the 
ability to work simultaneously on several projects. The successful candidate will have a keen interest 
in social media and PR, be confident in communicating with a range of audiences, and have the ability 
to easily build relationships with internal and external stakeholders. 
 
 
Key Responsibilities  

 The management and monitoring of the School’s digital communication channels including the 
daily creation of social media posts, ensuring the content is fresh, relevant, accurate and brand 
compliant. 

 To maintain, review and update the School’s website with clear, engaging and accessible material 
that is consistent with the Trust’s communication and marketing messages, targeted appropriately 
to stakeholder groups. 

 To develop the Trust’s online marketing where appropriate and keep abreast of, and capitalise 
on, digital/electronic initiatives. 

 To develop the Trust’s use of the moving image in order to promote the Schools on the website 
or via other means. 
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 To ensure good and effective press coverage, including identifying opportunities for stories and 
events, obtaining feedback about such events from those who have been responsible for them, 
preparation of press releases, regular liaison with local and national press, and co-ordination of 
copy production for marketing supplements, etc.  

 To photograph (or arrange someone to photograph) key events in the Schools’ calendars and 
liaise with pupils and staff to gather the relevant details for the website, School publications, press 
releases and other promotional material.  

 The maintenance and management of a well-catalogued photographic library, for promotional use. 
This includes keeping an up-to-date record of parental image consents across both Schools. 

 The production of the weekly School newsletters (Prep and Senior & Sixth Form). 

 To maintain an up-to-date Department stock list. 

 To assist with the organisation and administrative tasks associated with School events and 
activities, including recruitment events such as Open Mornings and Experience Days. 

 To assist the Director of Marketing and Admissions with regards to the schedule of advertising, 
producing artwork as required. 

 To assist the Director of Marketing and Admissions with the development and production of the 
School prospectus and any other Trust wide promotional publications including, but not limited to, 
course guides, admissions booklets and the termly and annual magazines. 

 To assist with the design and production of materials for School activities such as flyers, tickets 
and programmes for events, as required and in conjunction with the Director of Marketing and 
Admissions. 

 To assist the Director of Marketing and Admissions in the implementation of any market research 
projects (including pupil/parent/staff satisfaction surveys). 

 To assist the Director of Marketing and Admissions with the management and promotion of the 
School’s Alumni Association, including the organisation of reunion events and any printed 
materials aimed specifically at Alumni. 

 To provide support to the Director of Marketing and Admissions, along with the Admissions 
Managers (Prep and Senior) with regards the management of the admissions process to ensure 
that recruitment objectives are met and the Schools’ reputation and image are enhanced in all 
recruitment activities. 

 To support the Director of Marketing and Admissions with the planning, implementation and 
evaluation of marketing initiatives and contribute to the on-going process of developing the Trust’s 
marketing strategy.  

 The development of a good understanding of competitor schools and the educational 
opportunities available within the local area.  

 To support all staff with expert advice and assistance, where necessary, on projects which have 
a direct impact on the Schools’ reputation and image. 

 To continually promote the need for marketing and customer-oriented approaches in all aspects 
of the Schools’ operations and help to ensure that all staff in both Schools feel informed of, and 
involved in, the Trust’s marketing programme. 

 A flexible attitude to working hours is necessary as the post holder will be sometimes be required 
to work additional hours, when the pressure of work necessitates it, and be present at events such 
as Open Mornings or Music, Art and Drama performances, which may occur on evenings and 
weekends. The Marketing Executive will usually need to attend such events to photograph and to 
document them for the website or a newsletter. 

 Any other tasks which may be reasonably requested. 
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Person Specification 

 

Requirement Essential Desirable 

Qualifications  Educated to degree level. 

 Recognised marketing 
qualification. 

 CIM Qualification 

 AMCIS Diploma in Schools 
Marketing 

Experience/knowledge  Proven experience as a 
marketing professional. 

 Experience of briefing/ 
commissioning graphic 
designers, photographers 
and other suppliers. 

 Proficient in the use of MS 
Office, especially Word and 
Excel. 

 Experience of working to 
tight deadlines. 

 A sound knowledge of 
image, style and branding 
and, preferably, a flair for a 
range of creative and 
effective design work, from 
adverts to posters, 
websites to newsletters and 
other internal and external 
printed publications.  

 An understanding of trends 
in social media and how to 
use them effectively 

 Experience of working in an 
Independent School 
Marketing Department. 

 Knowledge of InDesign and 
other design software 
including Photoshop. 

 Working knowledge of 
iSAMS. 

 Working knowledge of 
content management 
systems. 

 An understanding of the UK 
educational system, 
including National 
Curriculum and 11+ exams. 

Key skills  Excellent verbal and written 
communications skills.  

 Strong organisational skills 
and the ability to work 
independently.  

 Excellent attention to detail 
and accuracy. 

 The ability to write well with 
a good command of written 
and spoken English and 
grammar.  

 The ability to proof read 
with excellent accuracy and 
attention to detail. 

 The ability to manage 
workload and prioritise 
tasks.  

 The ability to learn how to 
use new software. 
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 The ability to think 
creatively and solve 
problems. 

 Discretion and the ability to 
deal with confidential 
information appropriately. 

Personal Attributes The successful candidate will:  

 be an excellent 
communicator.  

 have a professional, helpful 
and friendly approach in 
order to ensure a positive 
image is conveyed.  

 be motivated with drive and 
enthusiasm.  

 be reliable and flexible with 
a “can-do” approach to all 
duties and responsibilities.  

 be resilient and able to 
cope with the rigours of a 
busy school environment. 

 have a clear understanding 
of working with other team 
members.  

 be able to stay calm under 
pressure.  

 be diplomatic, discreet, 
confidential and 
professional at all times.  

 be committed to the St 
Edward’s School Trust’s 
values and ethos. 

 

 
 
Additional requirements 

This job description provides a guide to, and general description of, the duties and responsibilities of 
the role. It is not exhaustive and other related tasks may from time to time be reasonably be requested 
by the Director of Marketing & Admissions. 
 
St Edward’s School Trust is committed to safeguarding and promoting welfare of children; applicants 
must be willing to undergo the child protection screening appropriate to the post, including checks 
with the Disclosure and Barring Service (DBS) and references from previous employers. 
 
 
Additional information 

 Competitive salary, dependent upon skills and experience. 

 The role is for 40 hours per week, term time only, plus four weeks to be worked at times to be 
agreed with the Director of Marketing and Admissions. The post-holder will need to be present to 
cover the release of public examination results (GCSE and A Level) annually in August. 

 Working hours will be Monday to Friday between the core hours of 8am-5.30pm. Working pattern 
to be agreed with the Director of Marketing & Admissions. Lunch breaks will be unpaid. 
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 Free school meals and refreshments are provided during term time and on INSET days. 

 Contributory Pension Scheme. 

 Free on-site parking. 
 


