
 
 

Job Title: Head of Marketing & School Administration 
 

Department: Marketing and School Administration 
Responsible to: Headmaster/Chief Operating Officer 
Responsible for: Marketing Executives, team of administrators and PAs, external design and 

editorial contractors 
 
The College 
Hurstpierpoint College is a successful independent school, and a significant medium-sized enterprise 
in mid- Sussex with around 450 employees and a turnover of some £30 million pa.  It is both a 
stimulating and a pleasant place to work.   
 
The College is amongst the most successful independent schools in Sussex.  It is co-educational and 
comprises a Senior School and Junior/Senior Preparatory School with some 1,300 pupils in all.  Over 
half the pupils in the Senior School are boarders (weekly or flexible). 
 
The Departments 
The Marketing Department’s primary objective is to raise and maintain the profile of the College 
within its target markets and stakeholder group, handling design, advertising, promotional events 
and materials, public relations, managing the College's external website and producing the Senior 
School magazine. 
 
The Foundation Department brings together alumni and past parents and staff associated with the 
College under one banner and develops engagement, using an alumni platform and producing an 
annual magazine, with the ultimate aim of creating donation campaigns.  
 
The School Administration department comprises a team of Administrators and PAs, who support 
the Senior Leadership Team and ensure the College runs smoothly and efficiently. 
 
The role 
This role provides an exciting opportunity for an outstanding and professional administrator to be 
involved in in-house marketing, PR and communications at Hurst, support the work of the 
Foundation Office through oversight of alumni engagement, and organise and coordinate office 
operations and procedures in order to ensure organisational effectiveness and efficiency. 
 
Working as part of a busy team, the post-holder will need to be able to work autonomously and 
have demonstrable administrative, writing and proof-reading skills, a creative flair, and exemplary 
attention to detail. Above all, the post-holder will need to be an excellent organiser of projects and 
people, with proven experience of leading a team and the ability to achieve positive and effective 
lines of communication, managing the development and implementation of an effective 
administrative support service. 
 
Whilst the majority of creative work will be contracted out and there is no requirement for 
knowledge of design softwares, the post-holder will provide support and guidance for other 
colleagues who have social media or in-house publications responsibilities and help to streamline 
processes.  
 



 
 
Key responsibilities: 
Publications 

• Oversee the production of school publications, including those to be printed in-house 
as well as externally; 

• In conjunction with the Headmaster, liaise with external design agencies, providing 
job briefs and art direction, and ensure all publications adhere to brand guidelines; 

• Create the annual alumni magazine by bringing together items from the monthly 
alumni digital newsletters and further developing articles of interest to alumni; 

• Assist with reaching out to the alumni community to ensure a steady stream of news 
stories for the Foundation website. 

Digital 
• Ensure the Hurst College and Hurst Foundation websites are up to date and oversee 

the publishing of new content; 
• Oversee the communications plans for social media including Twitter, Facebook and 

Instagram, and explore launching additional social media platforms where 
appropriate; 

• Oversee the creation of engaging content, utilising a range of communication 
mediums, for use across the school and alumni digital channels; 

• Liaise with outside film agencies in respect of videos to use in school promotion and 
at school events, and also brief external video agencies as necessary; 

• Oversee the management and maintenance of a photo library and assist in the 
creation and collection of multi-media content for use across a range of 
communication channels. 

Public relations 
• Oversee the production of press releases and editorial for local and national media; 
• Oversee liaison with press contacts (particularly local and education industry press) 

where appropriate. 
Management  

• Have line management responsibility for the Marketing team, Reception, 
Reprographics and Medical Centre Administration teams, regularly meeting with 
them, conducting their annual appraisals and overseeing their development; 

• To work closely with the wider team of administrators such as Prep School, Exams, 
Academic Admin, Admissions and the Headmaster’s Office; 

• To ensure that Reception is adequately staffed at all times, that procedures are 
followed correctly and excellent customer service provided; 

• To ensure that Reprographics is adequately staffed at all times and that quality 
resources are produced in a timely fashion and distributed around the school, 
stationery, paper and textbooks ordered, photocopiers maintained; 

• To develop a strong and collaborative team environment; 
• To share skills and knowledge across the team in order that tasks are accomplished 

quickly and efficiently; 
• To ensure more substantial tasks are shared out amongst the team to ensure 

deadlines are met; 
• To lead, manage and develop team members to maximise performance. 

Events  
• Work closely with the Foundation Marketing Executive and assist in the organisation of 

major Foundation events and the Summer Ball. 
Other 

• Manage scheduling, booking and production of adverts, and monitor and update 
content with third parties e.g. school directories, professional bodies, etc; 

• To ensure documents for ISI Inspections is in place prior to inspection; 



• To react quickly to changing requirements, with particular reference to the roll out of 
the new school database; 

• Manage the marketing and reprographics budgets; 
• Occasional attendance at events may be required, which may fall on evenings or 

weekends 
 
Person specification  
Although marketing or PR experience would be very useful, the key focus for this role is the 
organisation of the teams and their workload along with developing good relationships with key 
people both within and beyond the College. An eye for detail, excellent management skills, the 
ability to communicate clearly and a strong work ethic are ultimately more important than being a 
leading creative powerhouse. What is vital is that the teams run smoothly and efficiently and that 
everyone has a clear sense of what the College does and communicates this to both target families 
as well as key stakeholder groups. Internally, the relationship with the Senior team as well as 
Directors of the various Co-Curricular areas are critical for success as well as a flexibility about what 
the role involves day to day. 
 
 

Criteria Essential/ 
Desirable How Assessed 

 
Qualifications 
Educated to A level standard Essential Certificates 
 
Experience 
Working as a senior PA or Office Manager Essential Application 

Form / Interview Experience of managing a team Essential 
 
Knowledge & Understanding 
Comprehensive knowledge of Microsoft Office Essential 

Application 
Form / Interview 

Excellent written and spoken English, with exceptional copy-
writing skills Essential 

Understanding of the workings of an independent school and 
empathy to the ethos Desirable 

  
Skills and Competencies 
Excellent management and leadership skills Essential 

Application 
Form / Interview 

Ability to lead and motivate teams, whilst working closely with 
other senior managers and the Senior Management Team Essential 

High level of communication skills - written and oral, with 
meticulous attention to detail and accuracy due to the importance 
of the work that is produced 

Essential 

Excellent social and interpersonal skills, including the ability to 
communicate effectively with a diverse range of people of all ages 
and at all levels in addition to representing the College in a senior 
capacity 

Essential 

Excellent organisational, planning and time management skills Essential 
A proven ability to manage and implement change and ideally to 
work strategically to seek and implement continuous process 
improvement 

Essential 



Excellent project management skills and the ability to deliver 
reliably to time and to budget, in an environment characterised by 
multiple and sometimes competing demands, whilst remaining 
calm and exercising tact and diplomacy 

Essential 

 
 
The job description reflects the present requirements of the post and as duties and responsibilities 
change/develop, the job description will be reviewed and subject to amendment in consultation 
with the postholder. 
 
Working hours: 8.30 am – 6 pm Monday to Friday. 
 
Salary:   circa £40,000 dependent upon qualifications and previous experience. Salaries 

are reviewed annually. 
  
Annual Leave The role is worked over the full year: holiday entitlement is 30 days (inclusive 

of Public & Bank Holidays and two days over the Christmas period when the 
College is closed) per annum.  Holidays must be taken during the normal 
School holidays. 

  
Further benefits:  Free lunches are available during the College’s term time, and there is parking 

on site. Membership of the College’s contributory pension scheme with The 
Pensions Trust. The College will double the employees’ pension contribution 
up to 7½% (i.e. the maximum total contributions will be 22½%). 

  
Closing date:  August 19 2022 
 

Applications should be submitted as soon as possible.  Applications will be 
considered on receipt and the College reserves the right to withdraw the 
advertisement should a suitable candidate be found prior to the closing date. 
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