[image: image1.jpg]


[image: image2.jpg]W—I

SOUTH DOWNS
EDUCATION

TRUST
—_—




COMMUNICATIONS AND INCOME GENERATION DIRECTOR
JOB DESCRIPTION

This document summarises the purpose of the job and lists its key tasks.  It is not a definitive list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the Trust, in consultation with the postholder.

SALARY:
NJC Grade 9, Points 25 – 28



£33,945 – 36,648 (£15,808 - £17,066 pro rata)
HOURS:

20 hours per week Term Time Only + 5 INSET days
LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR

CEO/Executive Headteacher: Pan Panayiotou 
	Reporting to:
	Chief Finance and Operations Officer and ultimately CEO 

	Job Summary:
	Ensure the Trust’s corporate, digital & social media activity and wider communications are dynamic and designed to a high standard whilst effectively promoting the South Downs Education Trust (SDET) brand and services.
Identify, develop, manage and deliver a diverse plan to broaden income generation, including grant applications, commercial and social enterprise activities including community fundraising.
Responsible for the day to day running of the Reprographic Service in the school

	Responsible for:
	· Developing and leading the Communications, Marketing and Branding Strategy

· Developing and leading the Income Generation Strategy (Government Grants, Fundraising, Lottery, Commercial and other streams)
· Lead by example and promote positive relationships, collaboration and effective team working across the whole organisation
· Ensure compliance to charitable regulations 
· Ensure safe, effective practice and compliance with all relevant policies and procedures across the income generation teams
· Ensure all income generation policies are in date

· To coordinate and promote events and income generation activities from initial brief to delivery
· Manage and lead the delivery and development of the Trust’s social media, website and communications content and channels

· To undertake other such responsibilities and duties as may be reasonably required by your line manager within the level and grading of the post and to work flexibly as required.

	Communications, Marketing and Branding 
	· Ensure SDET communicates professionally and effectively in all areas, both internally and externally, including all websites associated with the Trust as well as, social media platforms, publications, print and broadcast media

· Develop an inspirational marketing and communications strategy and campaign to ensure effective promotion and marketing of all SDET events, exploiting multiple channels and media platforms to achieve Trust objectives

· Research, implement and evaluate new methods of marketing and promotion

· Proactively work with staff, students and parents to identify and share newsworthy information via social media and school newsletter

· Participate with preparation for school bids in an effort to expand the Trust

· Further develop the digitalisation within SDET and contribute to modernisation and the utilisation of new technologies, identifying skills gaps and potential needs

· Ensuring all events are promoted effectively to our students and parent/ carers in a timely and creative manner, managing the expenditure on marketing and promotion, reviewing reports of online analytics that demonstrate the reach and engagement

· Coordinate key stakeholders regarding key Trust events such as Open Days and fairs

· Create, design and produce quality finished products such as teaching materials, workbooks, posters, as required using appropriate design and publishing packages

· Project manage the completion of the annual Year 11 Year Book

· Manage school social media communications and website updates

· Manage brand awareness, reputation, and quality of Trust communications 

· Ensure a strong brand position is maximised through the oversight of a wider platform including developing and maintaining a catalogue of marketing resources that can easily updated and reproduced by the administration team 
· Brand through media relations, special events, fundraising, volunteering, crisis communications and increase public engagement

	Income Generation
	· Develop and agree a Fundraising Plan with measurable targets and outcomes to ensure the delivery of the income required to support the Trust’s Business Plan 

· Research, prepare and submit, effective, high quality funding applications, bids, tenders and proposals supported by the CFOO and CEO

· Lead the management, development, and maintenance of the grant-making pipeline to identify opportunities for funding 

· Research thoroughly the criteria of grant making to ensure that high quality bids are produced, and which stand the highest chance of success

· Adopt a commercial focus to increase income generation beyond established streams with new and innovative ideas, testing new concepts and initiatives

· Develop and cultivate corporate partnerships that will lead to income generation for the Trust 
· Manage corporate partners and grant making sources developing long term relationships with individuals and forge new opportunities

· Grow local community income through leading the establishment and nurturing of relationships with external organisations and community engagement

· Proactively report income generation to SLT and Trustees, highlighting key risks, opportunities and successes.

· Ensure that SDET meets all relevant statutory and regulatory requirements relating to fundraising

· Responsible for the storage and routine maintenance of entertainment equipment, ensuring it is fit for use and complies with safety standards

	Reprographics 
	· Responsible for the day to day running of the Reprographic Service in the school including photocopying, printing and finishing (binding, stapling, collating, folding and distribution)

· Manage print deadlines to an acceptable standard

· Take photos of new staff/students and arrange Tutor group photos

· Create and produce ID badges for Staff, Governors, Trustees and visitors

· Take photos of school events (occasionally) and maintain an e-photo library/resource for the school

· Create, display and maintain staff boards and the SLT/Governor/Trustee boards

· Work with the Finance Office to achieve best value on purchases of paper, card and other stationery for reprographic use

· Responsibility for Health and Safety within the Reprographic area

· Ensuring copyright legislation is adhered to

· Responsible for the storage and routine maintenance of resources and equipment, replacing toners ensuring it is fit for use and complies with safety standards

· Liaise with the appropriate service engineers to ensure that all reprographic equipment is properly maintained

· Manage the contact with the current reprographic equipment provider and support the re-tendering process every 3/5 years.

· Provide the Finance Office with the monthly reprographic usage details from all departments to allow for internal recharges

	Line Management
	· To ensure that there is supervision and training of Reprographic staff and that staff are redeployed as necessary to meet all the requirements of the Trust

· Line management, including the identification and provision of appropriate training


Person Specification 

	Area  
	Essential   
	Desirable   

	Membership and Qualifications
	· Excellent reading and writing skills – at least English GSCE (A-C) level or equivalent 

· Professional & Digital Marketing Qualifications 
	· Qualification in Graphic Design 
· Professional Qualification (or Qualified by Experience) in Fundraising or Business Management

· Membership of appropriate professional bodies such as the Institute of Fundraising (IoF) and Membership of Chartered Society of Designers

	Knowledge/  

Skills and Experience
	· Planning and producing promotional high-quality campaigns for events

· Advanced communication and presentation skills

· Excellent organisational and time management skills

· Excellent attention to detail/ proof reading
· Strong financial literacy in producing and working within budgets

· Strong IT literacy including databases, MS office, design and publishing packages 
· Experience with networking

· Knowledge of all major fundraising techniques

· Knowledge of information and communications technology, particularly fundraising through new media

· Ability to manage complex projects and operations under budgetary constraints

· Ability to analyse and present complex information (including financial)

· Evidence of the ability to innovate and adapt to change

· Knowledge of marketing issues, terminology and practice

· Experience of strategic thinking, analysis and business planning
· Experience of marketing and communication
	· Experience in school or other educational institute an advantage

· Knowledge of charity law, regulation and best practice

· Experience working in print finishing or with Konica/ Ricoh Photocopiers/ experience with day-to-day maintenance 
· A proven record of success in the generation of income/ fundraising from a variety of sources



	Personal attributes  
	· Able to work under pressure to prioritise and meet deadlines

· Ability to work accurately with attention to detail under pressure

· Ability to adapt to changing work loads

· Self-motivated and ability to motivate others

· Proven ability to provide timely and accurate information 

· Proven ability to manage own time effectively with competing demands of the job role

· Persistence, optimism and resilient    

· An effective agent of change

· Proven experience of working on own or in a team and contributing to a team’s success 

· Creative with a flare for design

· Proven experience of establishing rapport and successful working relationships 

· Excellent analytical and problem-solving skills 

· Flexible and adaptive

· Ability to communicate clearly with a customer focus with a willingness to help and advise others

· Ability to work within the policies, procedures and quality with particular attention to equal opportunities, data protection/confidentiality, safeguarding and health and safety requirements
· Willingness to work flexible hours from time to time to attend evening events
	· Good understanding of and commitment to child protection procedures and Safeguarding
· Experience in school or other educational institute an advantage

· Experience of grounds management

· Experience of working with an external building management company


	Continuing  

Professional  

Development  
	· Willingness to undertake additional training/staff development as appropriate   

· Ability to reflect on and continually develop your own professional practice

· Proven ability to effectively evaluate own performance and share knowledge with others 

· Keep up to date with current trends and changes in charity law and fundraising practice
	· Evidence of recent, relevant CPD  
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