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MARKETING & COMMMUNICATION OFFICER
CROMPTON HOUSE CHURCH OF ENGLAND SCHOOL

The school

We are proud of our Christian heritage. A gift to the community in 1926; Miss Crompton and Miss Ormerod wished to provide a Christian School for local children and today they would feel proud to see the achievements that the school has produced over the last ninety one years. As a Christian School our ethos stresses the importance of care, courtesy and consideration and the relationship that exists between the school, parents and local community is extremely important to us.

Crompton House Church of England School opened its doors to the first 25 pupils on 1st October 1926.  The original school buildings, which now mainly house the administrative offices of the school, were once the former home of the Crompton Family. 
Located in pleasant and spacious grounds in Oldham, north east of Manchester, Crompton House has around 1700 students and has seen recent investment in a state-of-the-art teaching block , as well as new technology, science, art, design technology, food, and sporting facilities. We are a school with a rich heritage and inclusive Christian ethos, setting high standards and expectations for all our students. Our school has a full and varied curriculum; progress and achievement are excellent, with 81% of students achieving grade 4 or above in English and Maths in 2021.
The Role
The marketing and communication officer is responsible for ensuring that the values of school are shared with the wider community.  This includes creating social media content, website updates, newsletters, press releases and entering the school for national awards.  The role also includes taking photos of key events.  The role is ideal for somebody who is creative and proactive and wants to celebrate the achievements of our young people.

Thank you for the interest you have shown in this position. Should you need any further details about the post, please do not hesitate to contact Darren Pacey (Assistant Headteacher) . Email: d.pacey@cromptonhouse.org or Tel: 01706 847 451
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CROMPTON HOUSE CHURCH OF ENGLAND SCHOOL

JOB DESCRIPTION - Marketing and Communications Officer
	Post Title:
	Marketing and Communications Officer

	Salary:
	Grade 2
	Hours:
	36.40 per week Full Year or term time only plus 10 days 


	Purpose of post
	Assist the Assistant Headteacher in developing and keeping the Trust’s social-media platforms up-to-date with fresh and engaging information whilst adhering to the Trust’s Social Media strategy.  Liaising with staff to ensure that the Trust and Crompton House School’s websites are updated.  Generating content (written and visual) to ensure that the website is current and accurate. Assisting with the preparation and marketing of school events.   

	Key areas of responsibility
	· Marketing
· Taking photographs and/or videos of school/trust events and activities. 
· Generating news coverage by creating stories, videos, and images for the news section of the website and social media.
· Assisting with the preparation and marketing of school events, including evening events 
· Assisting with the design and production of a wide range of printed marketing materials to include newsletters, and prospectus
· To monitor and manage school’s social media accounts

· Taking appropriate surveys to inform marketing strategies
· Supporting Learning Activities
· To photograph and film events and activities and provide media for a variety of audiences and purposes, including school, departments, individual teachers.

· To assist in the design and printing of school displays
· General Clerical
· To undertake related clerical and administration tasks as required.
· General Supervision
· To assist with the supervision of pupils out of lesson times including before and after school and during school trips if required 

· To manage the behaviour of pupils in accordance with the school behaviour policy. 

· To assist with exam invigilation under the supervision of the examinations officer.

· To immediately report any concerns with regard to health and safety and child protection. 



	General Responsibilities


	· To understand the importance of inclusion, equality, and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.

· To uphold and promote the values and the ethos of the school.

· To implement and uphold the policies, procedures, and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, and safeguarding/child protection.

· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.

· To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.

· To attend and participate in relevant meetings as appropriate.

· To undertake any other additional duties commensurate with the grade of the post.



	Contacts


	Pupils, staff, parents, carers and guardians, and visitors to the school



	Relationships to other posts within the department


	Line managed by: Assistant Headteacher
Supervision given to: N/A



	Special Conditions
	DBS Disclosure required - Enhanced

	Job Description Review

(This job description may be reviewed at any time, subject to the needs of the school, and amended in consultation with the post holder).
	
	Date
	Name
	Post Title

	
	Prepared
	June 2021
	Jackie Young
	Business Manager

	
	Reviewed
	July 2022
	Darren Pacey
	Assistant Head Teacher
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PERSON SPECIFICATION – Marketing and Communications Officer
	CRITERIA
	ESSENTIAL
	DESIRABLE
	TESTED BY

	Education and Training
	

	Literacy and numeracy skills equivalent to Level 2 of the National Qualification and Credit Framework
	(
	
	A

	Educated to Degree Level
	
	(
	A/D

	Degree in Marketing, Communications or English 


	
	(
	A/D

	Experience



	Experience of Microsoft Office packages including word and Excel
	(
	
	A/I

	Experience of media design software such as Adobe’s Photoshop, Illustrator and InDesign are essential
	(
	
	A/I

	A comprehensive knowledge and understanding of Social Media and its marketing benefits.
	(
	
	A/I

	Experience of working in a school environment
	
	(
	A/R

	Skills 
	
	
	

	Excellent verbal and written communications skills.


	(
	
	A/I

	Strong administration and organisational skills and the ability to work independently as well as in a team. 
	(
	
	A/I

	Excellent attention to detail and accuracy. 
	(
	
	A/I

	Ability to manage workload and prioritise.
	(
	
	A/I

	Ability to initiate links with other schools
	(
	
	A/I

	Communication skills to deliver polite, courteous, and efficient customer service, in person and over the telephone


	(
	
	A/I

	Ability to photograph and film events and activities and provide media for a variety of audiences and purposes
	(
	
	A/I

	Discretion and the ability to deal with confidential information appropriately.
	(
	
	A/I

	Knowledge Base

	Understanding of data protection and the need to keep information confidential


	(
	
	A/I

	Understanding why safeguarding is important when working with children and young people


	(
	
	A/I

	Personal Qualities

	Commitment to work collaboratively 
	(
	
	I

	Ability to create strong working relationships with students, staff, parents, and the local community.
	(

	
	A

	Excellent interpersonal skills, particularly the ability to relate to young people, parents, colleagues, and external 3rd parties
	(
	
	A/I

	Willingness to learn new skills
	(
	
	A/I

	Self-motivated with a positive ‘can’ do approach to work
	(
	
	A/I/R

	Be committed to the School's values and ethos
	(
	
	A/I

	To work flexibly as the workload demands, attend evening events such as Open Evenings, Drama Productions etc
	(
	
	A/I


Key:     I = Interview      R = References 
    A = Application     D = Documentation

Terms and Conditions
Hours:

Monday – Friday,36.40 hours per week, Full year

Salary:

£19,264 - £20,043 per annum (pay award pending)

Benefits:

A supportive and inclusive staff environment.

Opportunities for career development
Enrolment in the Local Government Pension Scheme

Cycle to Work Scheme
Employee Assistance Programme – access to a 24-hour advice line offering support on a range of life and work, money, and family issues 
Onsite parking
	
	
	



