
 

 

 

 

 

 

 

APPOINTMENT OF  

Marketing Officer 

Grade 9 
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July 2020 

 

 

APPOINTMENT OF MARKETING OFFICER 
 

Closing Date:   24th July 2020 

Salary:  Salary Grade 9 pt. £26972 prorated 

Hours:  Term Time: 37.5 hours per week, 8.00 am – 5.00 pm 
Out of term time 8 weeks 9.15 am – 1.00 pm plus holiday entitlement (45.6 
weeks) 

 
 
 
 
General Information for Candidates 
 
Old Buckenham Hall was founded in 1862 by Ellen and Margaret Ringer. In the 158 years that have 

followed, the School has become known as one of the leading Pre-Preparatory and Preparatory 

schools in the country. A co-educational school for children aged three to 13, we serve a boarding and 

day community and send children on to some of the best public schools in the UK. Many of these 

pupils leave having achieved scholarships. Regular destinations include Eton, Harrow, Oundle, 

Uppingham and Rugby, as well schools in the Cambridge area and in East Anglia. The School firmly 

believes in a rounded education, where there is a strong emphasis on pastoral care and opportunity 

for all. We believe that happy children who are well taught are given an outstanding platform for 

future success. 
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Context of the Appointment 
 
In September 2018, David Griffiths became the ninth Headmaster of Old Buckenham Hall.  His first 

appointment was the new post of Director of Finance and Operations in October 2018. With the 

election of Andrew McGregor as Chairman of Governors from August 2019, this is a new and exciting 

chapter in the School’s history. There has been considerable investment in the past 12 months, with 

more planned for this academic year.  

 

OBH was inspected by ISI in May 2018. We were rated as Excellent in both categories with inspectors 

noting: 

 

‘Pupils of all ages are energetic, enthusiastic, confident and happy learners.’ While the pupils were 

‘well prepared for the next stage of their education which they embrace with confidence and 

excitement.’ 

 

We are looking to appoint staff, who are committed in their approach to education as well as keen to 

explore and contribute fresh ideas. Most importantly, we seek colleagues, who are willing to throw 

themselves into the broader life of the School, but do so with enthusiasm and a sense of humour. In 

return, we offer a beautiful working environment within rural Suffolk. 

 

Outline of the role 
 

The role of the Marketing Officer is to assist the Headmaster in developing and implementing the 

school’s marketing and communications strategies, in order to support the achievement of the 

school’s strategic objectives. 
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Person Specification 
 

Role  Marketing Officer 

Accountable to: The Headmaster 

 

Accountabilities 

 

 

1. Policy/Strategic direction and development 
 

• Assist the Head in developing and implementing the annual marketing (and 
public relations) plan as part of the school’s strategic planning. 

 

• Keep the plan under review to ensure that it meets the school’s objectives, 
and make recommendations for change and innovation as necessary. 
 

2. Marketing and external links, including public occasions  
 

a) Prepare all marketing materials and communications materials (weekly OBH 
Email, brochures, press releases and articles) to ensure these present an 
appropriate image of the school. 

 

b) Plan and assist with advertising and promotional campaigns, including 
fundraising initiatives where relevant. 

 

c) In liaison with School Registrar keep admissions procedures under review to 
ensure continuous improvement and that all enquiries are tracked and 
followed up appropriately.  

 

d) Assist the Headmaster with media relations and press liaison to ensure that 
these are managed proactively. 

 

e) Assist in the development of the school website (and parent intranet) to 
ensure added value as a marketing/promotional/communications tool. 
Ensure it is maintained and ‘fresh’ at all times. 

 

f) As required, develop and implement public relations events and 
engagement programmes with the local community, feeder schools and 
other partners, in order to promote the school. 
 

g) Develop relationships with the Alumnae Network to ensure that former 
pupils remain in contact with the school and potentially support its future 
development. 

h) Production of all internal marketing documents to include, orders of service, 
programmes, letterheads and other material. 
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i) Production of annual school magazine. Liaise with staff throughout the year 
in support of this and to generate advertising revenue. 

 

j) Maintain our social media presence through Facebook, Twitter, Instagram 
and other popular platforms. 
 

k) Promote the schools’ wider financial interests such as weddings 
 

l) Attend School Events e.g. Open Days or Performances 
 

m) Lead the organisation and participation in shows and trade events such as 
ISS or the Hadleigh show. 
 

n) Manage an agreed budget to ensure that resources are maximised, that 
value for money is obtained, and that overspending does not occur. 
 

3. Training & development  
 

• Take responsibility for personal professional development to keep up to 
date with new approaches, facilities and technologies relevant to the role. 
 

4. Monitoring & evaluation  
 

a. Monitor and evaluate the effectiveness of marketing and PR initiatives to 
ensure that they are meeting agreed objectives; as required, prepare and 
present reports to the Head/SLT/Governors on the operation and 
effectiveness of the services provided.  
 

b. Attend regular school marketing/PR committee meetings to plan, progress 
and review initiatives. 
 

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. Support and contribute to the school’s responsibility for 
safeguarding students. 

 
 

c. Work within the school’s health and safety policy to ensure a safe 
working environment for staff, students and visitors 
 

d. Promote equality of opportunity for all students and staff, both 
current and prospective. 

 
e. Maintain high professional standards of attendance, punctuality, 

appearance, conduct and positive, courteous relations with 
students, parents and colleagues. 
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f. Engage actively in the performance review process. 
 

g. Adhere to policies.  
 

h. Undertake other reasonable duties related to the job purpose 
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.  

 

 

 
 

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 Desirable 

Proven high level of organisational skills Essential 

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

Essential 

Influencing skills Essential 

First class organisational and administrative skills, with the ability to remain 
calm under pressure and work to tight deadlines; systematic in approach to 
tasks, with attention to detail 

Essential 

Evidence of a pro-active approach to planning and prioritising work, with the 
ability to use initiative appropriately 

Essential 

Desk top publishing skills Desirable 

 

 

Knowledge Base 

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

Essential 
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Qualifications/Attainment 

Recognised Marketing qualification or the equivalent gained through experience. 

Paediatric First Aid (can be trained on the job) 

Desirable 

Essential 

 

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 

Ability to work with young people Essential 

Ability to remain calm when under pressure and employ tact and diplomacy in 
difficult/sensitive situations 

Desirable 

 
 
Letter of application and completed application form including the names and contact details of at 

least two referees (including the current or most recent employer),  directed to Headmaster, Mr David 

Griffiths to be sent to: 

Mrs Alex Rashbrook, Old Buckenham Hall, Brettenham Park, Ipswich, Suffolk, IP7 7PH 

 

 

At Old Buckenham Hall we are committed to safeguarding children and expect all staff and 

volunteers to share this commitment. All successful applicants are required to complete Disclosure 

Application Forms, which means providing criminal conviction information, and must be prepared 

to undergo checks as relevant to the post, including with the Disclosure and Barring Service.  

 

 


