[image: ]MEDIA AND MARKETING ASSISTANT


[bookmark: _Toc172106951][bookmark: _Toc172106971][bookmark: _Toc172106818]Contents
Headteacher’s Welcome.	4
The Recruitment Process.	5
Advertisement.	6
Job Description.	10
Person Specification.	13
Our Ethos and Strategic Direction.	15


[bookmark: _Toc172106868][bookmark: _Toc172106952][bookmark: _Toc172106972]Headteacher’s Welcome

Welcome to Eastbury Community School, and thank you for expressing an interest in applying for the position of Media and Marketing Assistant.
For me, our school is where our young people are given the opportunities to allow them to realise their potential, and that potential can and does manifest itself in a range of ways.
Our young people need to see that success comes in a range of different forms, and ECS is where they can explore where and how they can and will be successful. Our pupils get some of the best progress results in GCSEs in the local area, our 6th Form- judged outstanding (March 2024) achieves some of the best results in the Barking and Dagenham, and over half of these young people go on to attend Russell Group universities. 
Our young people need to have a voice in the school, the local community and the wider world. As part of our commitment to this belief we are a Rights Respecting School – Silver award at the moment, but we are confident that within the next year we will achieve Gold – one of the only 3-19 schools in London to do so.
Sir Tim Brighouse said “If a teacher makes the weather the school creates the climate.” and I firmly believe this. It is our role as a leadership team to create the best possible learning environment for our teachers to teach in. In return we expect the best possible teaching from them and our results show this over time. We have created systems and structures that support high quality learning, whilst minimising workload and maximising impact.
Our recent Ofsted report – March 2024 stated:
“Pupils are proud to be part of this inclusive community where people respect and care for each other. They appreciate the support they receive from staff if they have a concern” .
 “Leaders are ambitious for all pupils to achieve well” 
“The school takes effective steps to address behaviour that does not meet its high expectations. Pupils conduct themselves well and enjoy their time at school. Low level disruption in lessons is rare” 
“Staff, including early career teachers, said that leaders have carefully considered their workload and well-being. They value the many opportunities to improve their professional practice.”
If you share our ethos and values and absolutely believe in the potential of all young people then we can offer you the chance to make a difference and change our community for the better, and look forward to receiving your application form and welcoming you to our school.
[image: ]  Sharon Gladman – Executive Headteacher
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The Recruitment Process




Key Dates
Closing Date for Applications     19 November 2025
Interviews commencing             24 November 2025
   Please note all dates are subject to change.
Completed applications should be sent to: kdunnell@eastbury.bardaglea.org.uk
[image: ]
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Media and Marketing Assistant

32.5 hours per week term time only (plus up to 2 weeks during term time – negotiable)

Permanent contract

Scale 5 £25,633 - £26,777 pro rata salary

“Proudly reflecting our community – celebrating achievement for all.”

Eastbury Community School is a thriving all-through (3–19) community school serving a richly diverse population in Barking and Dagenham. We are proud of our inclusive ethos, high expectations and commitment to ensuring every pupil achieves their full potential.

We are seeking a creative, organised and enthusiastic Media & Marketing Assistant to join our team. This is an exciting opportunity to play a key role in enhancing the school’s profile and reputation through high-quality media, marketing and communications that truly reflect the ethos, vision and achievements of Eastbury Community School.

Key responsibilities
· Design and produce engaging promotional materials using Canva, Microsoft Word, PowerPoint and Excel.
· Contribute to school publicity campaigns, newsletters, social media and website content.
· Ensure that all internal and external communications are professional, accurate and aligned with school values.
· Support reception and administrative functions when required, helping to deliver a warm, efficient and welcoming front-of-house service.
· Work closely with senior leaders to celebrate the successes of our pupils, staff and wider school community.
The ideal candidate will have:
· Strong digital and creative skills (including Canva and Microsoft Office tools).
· Excellent written and verbal communication skills.
· A keen eye for detail and design.
· The ability to manage multiple priorities in a fast-paced environment.
· A genuine interest in education, community and inclusion.
We offer:
· A vibrant and supportive staff team.
· A strong commitment to professional development.
· A creative and collaborative working environment.
· The opportunity to make a meaningful impact on how our school connects with its community.




For full details of the post and an application form, please visit the school website www.eastbury.bardaglea.org.uk and return the application form to the Headteacher’s PA, Karen Dunnell kdunnell@eastbury.bardaglea.org.uk.  The closing date for applications is Wednesday 19 November 2025 and interviews will be held w/c 24 November 2025.   For an informal discussion about the role please contact Karen Dunnell kdunnell@eastbury.bardaglea.org.uk 
ECS is committed to safeguarding and promoting the welfare of children and is an Equal Opportunities Employer.
This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process, including Disclosure check, will be undertaken on all successful applicants.

[image: ]
[image: ]
[image: ]
[image: ]



Job Description 

Job Description



	Post Title:
	
	MEDIA AND MARKETING ASSISTANT

	
	
	

	

Purpose:















Duties
And
Responsibilities





























	
	
To enhance the school’s profile and reputation through high-quality media, marketing, and communications that reflect the ethos, vision, and achievements of Eastbury Community School.

 The postholder will design and produce engaging promotional materials using digital tools such as Canva, Microsoft Word, PowerPoint and Excel, contribute to school publicity campaigns, and ensure that internal and external communications are professional, accurate and aligned with school values. 

The role also includes providing reception cover and administrative support when required, ensuring a welcoming and efficient front-of-house service.

Main Duties and Responsibilities

Media, Marketing and Communications

Create high quality, visually engaging content using Canva, PowerPoint, and other creative applications to support internal and external communications.
Design and produce marketing materials including newsletters, prospectuses, social media graphics, flyers, posters and digital signage.
Capture and edit photographs or short video clips to promote school events, achievements and day-to-day life.
Support the management of the school’s social media platforms and website by uploading approved content that promotes pupil and staff successes.
Ensure all marketing materials are compliant with the school’s branding, safeguarding and GDPR requirements.
Liaise with departments to identify promotional opportunities, success stories and case studies for publication.
Assist with the organisation and promotion of school events, open days, performances and community projects.

Website
Manage and maintain website content so that it is current and accurate. Update, revise, or remove content in a timely manner and ensure all statutory information and school policies are available on website.
Ensure that photographic/video material follows the Data Protection Act and permissions within the school.
Ensure web pages are functional and external links provided are kept working and up to date.
Identify website access issues (including internal and external links and functionality of the site), dealing with any matters arising independently and promptly, advising SLT and network department as necessary.
Serve as the point of contact within the school for information and ideas regarding the web, and work with senior staff to develop and implement new ideas. 
Assist with the updating and maintaining of the existing intranet (Sharepoint)  and ensure alongside the network manager and SLT that it meets the needs of its users.



Administrative, Reprographics and Data Support

Prepare professional documents, reports, and presentations using Microsoft Office applications.
Create, maintain and analyse Excel spreadsheets for marketing data, contact databases, and other administrative functions.
Support communication with parents and stakeholders through letters, bulletins, and newsletters.
Maintain organised digital and paper records of media and publicity materials.
Responsible for maintaining and updating departmental spreadsheets, with the ability to use formulas and merge data sets considered an advantage.
Oversee the reprographics area, assisting where necessary 
Line manage the reprographics assistant

Reception and Customer Service

Provide reception cover when required, offering a professional and courteous welcome to all visitors.
Answer telephone and email enquiries promptly and efficiently.
Support general office administration, including filing, photocopying, and assisting colleagues with tasks as directed.

Partnerships and School Promotion

Work collaboratively with staff, pupils, parents, and external partners to promote the school’s achievements and community engagement.
Seek and develop opportunities to raise the school’s profile within the local community and across education networks.
Contribute ideas for campaigns, media opportunities and promotional activities that showcase the school’s successes.

General Responsibilities

Promote the vision, ethos and values of Eastbury Community School in all communications and interactions.
Maintain confidentiality and professionalism at all times.
Comply with all school and Local Authority policies, including safeguarding, data protection and health and safety.
Undertake any other duties consistent with the grade and scope of the post as directed by the Headteacher or PA to Executive Headteacher.


	
	
	

	Reporting to:
	
	PA to Executive Headteacher (Admin Manager) and Executive Headteacher

	
	
	

	Responsible for:
	
	Reprographics Assistant (Scale 3)

	
	
	

	Liaising with:
	
	SLT/Staff/Students/Governors/parents/suppliers 


	
	
	

	Working Time:
	
	32.5 hours per week term time only

	
	
	

	Salary/Grade:
	
	Scale 5 

	
	
	

	Disclosure level
	
	Enhanced

	
	
	

	

	Proposed Other Specific Duties:

	
To undertake personal professional development as agreed with the Headteacher.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.


	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.






Executive Headteacher: ………….………………………………………….



 Media and Marketing  Assistant   …………………………………………



Date issued: ……………………………………………………………………….




Person specification



Person Specification  - Media and Marketing Assistant




	Criteria
	Essential
	Desirable

	Experience creating media and marketing materials using Canva or similar tools

	✔️
	

	Strong proficiency in Microsoft Word, PowerPoint and Excel

	✔️
	

	Ability to manipulate and analyse data in spreadsheets

	✔️
	

	Excellent communication and interpersonal skills

	✔️
	

	High level of creativity and attention to detail

	✔️
	

	Organisational skills and ability to meet deadlines

	✔️
	

	Experience working collaboratively with a wide range of people

	✔️
	

	Experience of producing social media or web content

	
	✔️

	Experience working in an education environment

	
	✔️

	Photography, video editing or graphic design experience
	
	✔️
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A school community where opportunities
are created, and potential realised

Creating opportunities that allow all members of our school community to
realise their full potential is at the heart of
Eastbury Community School:

(EXCELLENCE, COLLABORATION, SUCCESS) ETHOS.

We recognise that success comes in many forms. We value the unique
talents and attributes our pupils have, and aim to create an environment
where these unique talents can be developed, within a community that has
a culture of respect, inclusivity and ambition.

This is achieved through:

» Adiverse, inclusive, challenging, ambitious and aspirational curriculum, that
reflects local context

* Excellent teaching and learning, where diversity is celebrated and inclusivity
promoted and critical thinking is valued and developed

* Wellthought-out, well-delivered CPD for all that reflects the needs of our

learners, staff and the wider community

Highest standards of behaviour expected at all times that supports a positive

and creative learning environment

* Highest expectations of all pupils to achieve the best academic outcomes they
can
Commitment to the Conventions of Rights of a Child —through Rights

Respecting Schools

* Providing a wide range of opportunities to enhance cultural capital and
experience of the wider world to provide pupils with ambitious goals

» Ensuring all pupils have the opportunity to express themselves in a
creative way- either in the curriculum or through extra curriculum

* Having a wide-ranging careers offer, that exposes our pupils to the potential
careers and next steps that is on offer, locally, nationally and globally

* Character education values being embedded in all aspects of school life,
embodying our ethos — Excellence, Collaboration, Success.
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