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THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

MARKETING & COMMUNICATIONS ASSISTANT 

JOB DESCRIPTION 
 

This job description is indicative of the nature and level of responsibilities associated with the post. It is not intended 

to be exhaustive; other tasks may be allocated as necessary from time to time.  It may be amended at any appropriate 

time, following consultation between the post holder and Headmaster, and will be reviewed annually.  
   
Person to whom the Marketing and Communications Assistant is immediately responsible: Director of Marketing 

and Communications 
 

Core Purpose of Post 

 To promote and safeguard the welfare of all children and young persons for whom the post holder has 

responsibility and with whom the post holder comes into contact.  

 To provide support to the Director of Marketing and Communications in all marketing activities relevant to the 

school. 
 

General Duties and Responsibilities 
 

Professional 

 Exercise loyalty to the Headmaster and to the School, upholding and maintaining its traditions and ethos. 

 Set and maintain high standards of work, as well as of the personal and professional conduct.  

 Comply with all regulatory requirements including those relating to data protection. 

 Comply fully with the requirements as set out in the DfE document ‘Keeping Children Safe in Education’ and any 

relevant supplementary guidance and in the HM Government document ‘Working Together to Safeguard Children’ and 

any relevant supplementary guidance. 

 Abide by the School’s current systems and structures as outlined in policy documents including the First Aid and 

Health, Health and Safety and Safeguarding and Child Protection Policies, and take appropriate action in accordance 

with all such documents as and when necessary. 

 Establish and maintain effective working relationships with colleagues and parents/carers. 

 Participate as required in meetings with colleagues and parents in respect of the duties and responsibilities of the 

post. 

 Take responsibility for one’s own professional development, attending INSET days at the start of each term and 

attending other relevant courses whenever possible.  

 Be punctual and adaptable, and dress in a smart but practical manner. 

 Engage with the Christian foundation of the School. 
 

Specific Areas of Responsibility 

Assist the Director of Marketing and Communications with: 

 Delivering the School’s marketing and social media plan and reviewing and implementing current best marketing 

practice. 

 Producing termly reports on the effectiveness of current marketing strategies and budgetary spending. 

 Reviewing the brand guidelines and circulating to staff. 

 Conducting market research, both qualitative and quantitative to gather insights on demand, competitive 

opportunities and brand awareness. 

 Implementing the School’s advertising campaigns, helping to prepare adverts for both online and offline publications. 

 Ensuring that excellent standards of marketing are applied to all school events such as sports fixtures, school 

productions, music events, Parents’ Evening, and School Enrichment Days. 

The Blue Coat School is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 



 
 Taking photographs in a variety of settings and environments which are suitable for use in printed and digital media 

and managing the library of digital photography for marketing and publicity purposes. 

 Organising and managing professional photographic shoots as required. 

 Engaging with prospective and current parents across a range of channels including digital and events. 

 Managing the Blue Coat School website including checking and updating the general information on all pages; helping 

to optimise the site; and adding news reports, sports results and calendar information. 

 Ensuring that the School has a prominent position on all search engines, especially Google. 

 Promoting the School’s presence on social media such as Twitter, Facebook, Instagram, and LinkedIn through 

regular communications. 

 Monitoring any issues on social media and ensuring that the School is always presented in a positive light with 

consistent key messages. 

 Monitoring the effectiveness of social media communications and advertising campaigns. 

 Assisting with the gathering, writing and editing of news stories for the school blog, social media and other school 

publications, including the termly publication Out of the Blue. 

 Using Adobe Creative Cloud to update and design publications, brochures and digital signage for a range of 

audiences. 

 Liaising with colleagues to facilitate the production of material. 

 Developing and maintaining databases for marketing and PR contacts such as website agency, printers and other 

suppliers. 

 Developing links and relationships with local and national press. 

 Creating and sending regular press releases balanced across the age groups. 

 Building and maintaining positive relationships with feeder nurseries. 

 Planning, organising and executing external marketing and recruitment events such as Open Mornings, Entrance 

Test Days and Taster Days and producing event invitations and other printed material related to these as required.  

 Planning, organising and executing alumni events. 

 Maintaining and developing the school archives in relation to alumni and former staff. 

 Assisting in researching and identifying potential donors, both individuals and organisations and keeping abreast 

with fundraising. 

 Devising and developing donor related activities, including donor correspondence. 

 Preparing promotional material for exhibitions and external visits. 

 Writing and proofreading copy for press, marketing literature and the website. 

 Supporting the work of the Admissions Registrar including sending out prospectuses and other relevant 

information as required. 
 

 

Other Responsibilities  

 Assist with any reasonable request in connection with the day-to-day organisation of the School. 

 Attend assemblies and Chapel Services as required. 

 Be available to attend school events as required. 

 

 

 

 

 

 

 

 

 

 

 

 



 
THE BLUE COAT SCHOOL BIRMINGHAM LIMITED 

MARKETING & COMMUNICATIONS ASSISTANT 

PERSON SPECIFICATION 

 
We are seeking to recruit a first-class Marketing and Communications Assistant, who is willing to build upon their 

existing experience to support the work of the Director of Marketing and Communications at The Blue Coat School. 

The following qualities are essential for the role: 
 

Qualifications/Professional Development 

 Degree from a reputable university 

 A higher education qualification in marketing or a related field would be desirable  

 Evidence of recent involvement in professional development 
 

Skills and experience 

 Experience of working in marketing in a school environment 

 Effective verbal and written communication skills with the ability to develop high quality, accurate and 

consistent communications and marketing materials 

 A good understanding of communications, building audiences and engagement via social media. 

 A high degree of computer literacy (particularly Microsoft office applications) 

 Photographic skills and knowledge of video and photo editing  

 Design skills 

 An excellent telephone manner 

 Good organisational skills and the ability to prioritise and manage tasks 

 An eye for detail and accuracy 
 

Personal attributes 

 Sympathy with the Christian ethos and activities of the school 

 A professional manner and appearance 

 Ability to form and maintain positive relationships 

 Sensitivity to others and the ability to work co-operatively 

 Self-motivated with a positive, professional attitude 

 Ability to work as part of a team yet also to work under own initiative 

 Calm under pressure 

 Wholehearted commitment to the life of a vibrant school community 
 

Original certificates will be required as proof of qualification.  All other attributes will be assessed using the contents 

of the application form, at interview and with the professional references. 
 

All members of staff are required to promote and safeguard the welfare of children they are responsible for, or 

come into contact with, and to adhere to, and ensure compliance with, the School’s child protection procedures and 

staff guidance at all times.  
 

The post is subject to an enhanced DBS check and satisfactory references. References will be sought prior to the 

interview.  

 

The School is an equal opportunities employer. 

 

The Blue Coat School is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 
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Applications must be made on The Blue Coat School Application Form and must include details 

of two referees, one of which should be a current or most recent employer.  Application forms 

can be obtained from the school website. 

 

Application forms, together with a supporting letter should be returned to Mr Noel Neeson, 

Headmaster of The Blue Coat School, by noon on Thursday 16 June.  Short-listed applicants will 

be interviewed on in the following week.  In addition to a formal interview, applicants will be 

taken on a tour of the school. 

 

At interview applicants must provide original documents to confirm their identity and right to 

work in the UK. They must also bring proof of qualifications where relevant for the post. The 

documentation required by applicants is listed in the Recruitment Policy which is available on 

the school website and from the school.  

 

The post is subject to a satisfactory enhanced DBS check (including a Barred List check), a 

satisfactory medical fitness declaration and satisfactory references. References will be sought 

prior to interview.  

 

Further details about the school are available on the school website: 

www.thebluecoatschool.com. 

 

Application forms can be returned by e-mail to recruitment@thebluecoatschool.com or by post 

to The Blue Coat School, Somerset Road, Edgbaston, Birmingham B17 0HR. 

 
The Blue Coat School Birmingham is committed  

to safeguarding and promoting  

the wellbeing of children and young people  

and expects all staff and volunteers  

to share this commitment. 

http://www.thebluecoatschool.com/
mailto:recruitment@thebluecoatschool.com?subject=Job%20Application

