

  JOB DESCRIPTION



Position:			Marketing Assistant 
Part Time, Fixed Term Contract

Line Manager:		Head of Marketing & Communications


Role and Responsibilities 
The Maynard School is seeking to appoint an enthusiastic, organised and creative Marketing Assistant to support the delivery of the school’s marketing, communications and engagement activity during an exciting period of growth, development and transformation. This is a varied and hands-on role within a busy team. The successful candidate will support the day-to-day delivery of marketing communications, content creation, copywriting, event coordination and marketing operations, helping to ensure every interaction with prospective and current families reflects the warmth, ambition and professionalism of The Maynard School. The role would suit a proactive, creative and detail-oriented individual looking to develop a career in marketing, communications and events within an ambitious independent school environment. The Marketing Assistant will report to the Head of Marketing and Communications.

Key Responsibilities and Accountabilities 
Marketing & Communications Support 
· Support the creation of engaging content for newsletters, social media, website updates and marketing campaigns.
· Coordinate, collate, write and distribute the school’s parent newsletter, working with staff across the school to source timely and engaging content.
· Assist with the writing and coordination of news stories, features, parent communications and promotional copy.
· Help to gather content and photography from across school life to support storytelling and brand awareness on website and social channels. 
· Support the production of printed publications, presentations, signage and event materials. 
Event Planning and Engagement 
· Support the planning and operational delivery of open mornings, information evenings and marketing and/or admissions events. 
· Assist when asked, with the preparation and coordination of key parent and prospective student facing events, and school occasions where prospective families may attend.
· Coordinate guest lists, registrations, catering requests, signage, room layouts and presentation materials. 
· Attend events as required to provide front-of-house support and ensure a high standard of presentation and guest experience. 
· Maintain and regularly review third-party school profiles, ensuring messaging, imagery and admissions information remain accurate. 
· Assist with the ordering, organisation and distribution of marketing collateral, signage, branded merchandise and promotional materials. 
· Liaise with internal departments to gather information, updates, photography and content required for marketing activity. 
· Assist with planning and execution of alumnae events, including assisting in updating the alumnae database and portal. 
· Provide support with the planning, coordination, and delivery of the End of Year Awards and Leavers' Ball.

· Undertake additional duties as reasonably requested.

Person Specification Experience and Skills 
· Excellent written and verbal communication skills. 
· Strong organisational skills with excellent attention to detail. 
· Ability to manage multiple projects and deadlines simultaneously. 
· Confident working collaboratively with colleagues across different departments. 
· Strong IT skills. 
· A positive, flexible and proactive approach to work. 
· Ability to represent the school professionally with parents, visitors and external partners. 
· Strong interpersonal and relationship-building skills. 
· Previous experience in marketing, communications, events or administration. 
· Previous experience of using social media platforms is desirable but not essential.
· Experience of using Microsoft Office essential and ISAMs is desirable.
· Familiarity with Canva, and scheduling tools desirable.
· Experience working within a school or customer facing environment desirable. 
· Photography or content creation skills desirable. 
· Experience supporting event planning and delivery preferred. 
The successful candidate will: 
· Be enthusiastic, approachable and highly organised. 
· Enjoy working in a fast-paced and collaborative environment. 
· Have strong interpersonal skills and confidence communicating with staff, pupils and parents. 
· Be willing to take initiative and support operational delivery across a wide variety of activities. 
· Have a keen eye for detail and presentation. 
· Be flexible and willing to support occasional evening and weekend events on request.
· Be motivated, proactive and solutions focused. 
· Be sympathetic to the ethos and values of The Maynard School.
Salary and Further Information 
Start date: ASAP
This is a 3-month fixed term contract with the potential for extension, subject to business needs and performance. 
Salary: The annual salary for this role is £26,717 (FTE), which will be pro-rated.
Pension: The successful candidate will be auto-enrolled into the School’s pension scheme if eligible. 
Hours of work: This is a part-time role, working 3 days a week throughout the period of the contract. 0800 – 1700. However, we are happy to discuss the possibility of flexible working arrangements during the interview process. 
The Maynard School reserves the right to vary the detail of this Job Description from time to time, subject to consultation.

The Maynard is committed to the safeguarding of children and child protection screening is applied to all posts.
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