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FOREST HILL SCHOOL

Dacres Road, London SE23 2XN

Boys 11-16, Mixed 16-18

Tel. 020 8699 9343

www.foresthill.lewisham.sch.uk 
POST TITLE:


Marketing & Community Engagement Officer  
RESPONSIBLE to:

Director of Strategy & Resources 
SALARY GRADE:

SO1
The post holder will comply with Health and Safety requirements and specifically will take reasonable care of him/herself and other persons who may be affected by his/her acts or omissions at work (Health and Safety at Work Act 1974), and other relevant employment legislation and good policies.

The Governing Body reserve the right to amend the job description at any time after consultation with the post holder.

	JOB PURPOSE 
	The Marketing & Engagement Officer will lead the development and delivery of a modern and digital marketing and communications strategy to enhance the school’s reputation, support student recruitment, and strengthen engagement with parents, stakeholders and the wider community.

The role is central to ensuring that the school’s strengths, values and achievements are effectively communicated to current and prospective families, positioning the school competitively within the local education landscape.

The individual will have a unique position in the school in the school in that they will be expected to get involved with daily school life, producing news stories, liaising with parents and visitors and promoting all that the school has to offer.

	KEY 
RESPONSIBILITIES 
	1. Marketing Strategy & Campaign Delivery

· Develop, implement and continuously improve the school’s marketing strategy/plan in collaboration with the Headteacher and Senior Leadership Team

· Plan and deliver integrated marketing campaigns across digital and offline channels

· Ensure marketing activity aligns with school priorities, including student recruitment and community engagement

· Organise and manage the production of marketing materials, working with external agencies (design, print, advertising and event providers)  

· Maintain a content calendar to ensure consistent and timely communications

2. Digital Marketing & Communications

· Manage the school’s website, including day-to-day content updates and development 

· Lead the school’s social media presence and digital profile, ensuring engaging and appropriate content  

· Create and publish content across a range of channels, including: 

· Website

· Brochures

· Newsletters

· School magazine

· Emails and PR articles 

· Proactively identify and develop newsworthy content, working with staff and students 

· Use analytics tools (e.g. Google Analytics, social media insights) to monitor and improve performance

3. Admissions & Student Recruitment

· Support recruitment of students across all entry points, including Year 7 and Sixth Form

· Plan and promote key engagement activities including: 

· Open Days and Evenings

· Primary school activity days

· Other promotional and showcase events 

· Attend and represent the school at external events and outreach opportunities 

· Work with SLT to align marketing activity with admissions priorities

· Monitor attendance and engagement, supporting improvements in recruitment outcomes

4. Content Creation & Brand Management

· Produce high-quality written and multimedia content to promote the school’s strengths and achievements

· Ensure consistent branding and messaging across all platforms and materials

· Capture and promote student success, curriculum highlights and enrichment activities

· Liaise with external suppliers where required to deliver high-quality outputs  

5. Community & Stakeholder Engagement

· Build and maintain effective relationships with: 

· Parents and carers

· Staff and students

· Governors

· Local Authority marketing teams

· Friends of Forest Hill School

· Feeder primary schools

· Local businesses and community organisations 

· Engage with stakeholders to support promotion of school activities and achievements

· Support communication with visitors and prospective parents

· Represent the school positively at meetings, events and partnerships

· Strengthen links with feeder schools to support pupil recruitment pipelines 

6. Data, Reporting & Impact

· Conduct market research and surveys with parents and prospective families

· Monitor and evaluate the effectiveness of marketing and communications activity 

· Analyse performance data including: 

· Website traffic

· Social media engagement

· Event participation

· Produce regular reports for the Headteacher and Director of Strategy & Resources outlining: 

· Performance trends

· Key insights

· Recommendations for improvement 

· Use data to refine and enhance the marketing strategy

7. Compliance, Safeguarding & Inclusion

· Ensure all communications comply with GDPR, data protection and safeguarding requirements
· Maintain appropriate consent procedures for use of student images and content

· Promote communication that is inclusive, accessible and representative of the school community

· Support the school’s commitment to equality, diversity and inclusion

8. General Responsibilities

· Work flexibly, including occasional evenings and weekends (e.g. Open Events and key school activities)  

· Play an active role in school life, engaging with staff, students, parents and visitors 

· Undertake any other reasonable duties relating to the marketing and promotion of the school



	EQUALITIES
	Ensure implementation and promotion in employment and service delivery of the Council's equal opportunities policies and statutory responsibilities.




PERSON SPECIFICATION

	EXPERIENCE 
	Essential
· At least 2–4 years’ experience in a marketing, communications, or engagement role

· Experience of managing digital channels, including websites and social media

· Experience of planning and delivering marketing campaigns or events

· Experience of creating written content for different audiences (e.g. web, newsletters, PR)

· Experience of working with multiple stakeholders and building effective relationships

Desirable
· Experience working in an education, public sector or not-for-profit setting

· Experience supporting recruitment, admissions or customer engagement strategies

· Experience managing external suppliers (e.g. designers, printers, agencies)

· Experience using analytics tools (e.g. Google Analytics, social media insights)



	QUALIFICATIONS/TRAINING


	 Essential
· Degree-level qualification or equivalent experience in marketing, communications, or a related field

· GCSE (or equivalent) in English and Maths (Grade 4/C or above)

Desirable
· Professional marketing qualification (e.g. CIM or similar)

· Evidence of continued professional development in digital marketing or communications



	KNOWLEDGE/SKILLS 
	Essential
· Strong understanding of digital marketing and communications, including social media strategy

· Excellent written communication and copywriting skills, with attention to tone and audience

· Ability to create engaging content across multiple platforms

· Good understanding of branding and maintaining a consistent organisational identity

· Strong organisational skills with the ability to manage multiple priorities and deadlines

· Ability to analyse data and use insights to improve performance

· Confident IT skills, including use of websites/content management systems and Microsoft Office

Desirable
· Skills in photography, video creation or basic design tools (e.g. Canva, Adobe Suite)

· Understanding of SEO and online engagement strategies

· Knowledge of the education sector and local school admissions context



	PERSONAL ATTRIBUTES
	Essential

· Highly organised, proactive and able to work independently

· Creative thinker with a strong eye for detail

· Excellent interpersonal skills and ability to build positive relationships at all levels

· Flexible and adaptable, able to respond to changing priorities

· Enthusiastic and committed to promoting the school’s ethos and values

· Strong sense of initiative and problem-solving ability

· Ability to work collaboratively as part of a team



	COMPLIANCE, SAFEGUARDING & INCLUSION
	Essential

· Understanding of the importance of safeguarding and promoting the welfare of children and young people

· Awareness of data protection (GDPR) and confidentiality requirements in communications

· Commitment to promoting equality, diversity and inclusion

· Ability to ensure communications are inclusive and accessible to diverse audiences



	OTHER REQUIREMENTS
	· Willingness to work occasional evenings and weekends (e.g. open events, school activities)

· Commitment to actively participating in school life and community engagement

· Ability to represent the school professionally in all interactions




