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More House School

Marketing Assistant
(Full time)
This is a recently created post and reflects the School’s commitment to providing the best possible facilities for its pupils and widening the access to the education it provides. The vacancy arises from the present incumbent leaving to take up the post of Assistant Registrar at Latymer Upper School. It should also be noted that the Headmaster’s PA will be on maternity leave from mid October 2010 which may mean that the successful candidate may have to take on more elements of the Registrar’s administration. The Marketing Assistant will work with the Leadership Team, which comprises the Headmaster, the Deputy Head, and the Senior Teachers. He/she will also work very closely with the Head’s PA, who is also the Registrar, and who shares responsibility with the Headmaster for the overall marketing strategy of the School. He/she will liaise with other members of Staff as relevant.
What we are looking for:

· Ideally experience and/or training in Marketing, P.R. and Event Management.
· Excellent organisational and inter-personal skills which allows the development of good relationships
· Sympathy for the ideals of Independent, Catholic Girls’ education
· Creative, pro-active problem solving approach
· Enjoyment in working in a challenging role

· Enjoyment in working as part of a team

· Courage

· A determination to achieve outstanding results

· A strong sense of humour

· Willingness to get involved in all aspects of the life of the School

· A ‘can do’ approach

· A willingness to ‘roll up the sleeves’ and do the grunt work as well as contributing to the creation of  strategy

· Confidence with computerised systems, particularly InDesign, Photoshop and Dreamweaver. (It should be noted that appropriate training could be given if necessary in these areas)
· Creativity, particularly in relation to visual design

· Confident, accurate and persuasive use of English in the written and oral forms.

· A good telephone manner

Job Description 

The Marketing Assistant will be accountable to the Headmaster’s PA for the efficient and satisfactory execution of his/her duties and will work at her direction and that of the Headmaster. The Headmaster’s PA will be the line manager of this post.
The main duties of this post are:

· To develop and manage new areas of pupil recruitment, including the possibility of developing overseas ‘home stay’ markets

· To contribute to the construction of an overall Marketing Strategy for the year

· To assist in the successfully delivery of the Marketing Strategy

· To help evaluate the effectiveness of the Marketing Strategy

· To liaise with relevant Senior Staff in relation to the production of all promotional and informative publications and displays.

· To work with Senior Staff to promote the image and reputation of the School through pro-active Public Relations

· To help develop and maintain the School’s web site in relation to it being the School’s ‘electronic shop front’
· To liaise with the Alumnae organisation
· To liaise with key Staff in the organisation of key public promotional events, such as Open Days.

· To work with the Head’s PA, in her Registrar’s role, in developing and maintaining close links with prospective parents.
· To work with the Head’s PA, in her Registrar’s role, in maintaining the School’s Admissions data base.

· To work with the Head’s P.A., in her Registrar role, in developing and maintaining close links with the School’s feeder schools.

· To work with the Head’s P.A., in her Registrar role, in developing and maintaining new links with Prep and Junior Schools who do not yet feed to the School.

· To liaise with the Governors’ Fund-raising Sub-Committee as required.

· To contribute to the general and efficient running of the School Office as needed and in whatever capacity necessary including being one of the School’s First Aiders.
· To undertake training as appropriate at the direction of the Headmaster or the relevant member of the Governing Body.

· To undertake such other duties within the general scope of the post as the Governors or Headmaster may require from time to time
It should be noted that this is not an exhaustive list! ~ but think of the experience you will be clocking up for when you want to move on.
About the School

More House is an 11~18 girls’ Catholic Day School situated in the heart of Knightsbridge. It was founded in 1953 when a group of Catholic parents asked the Canonesses of St Augustine to open a Day School for their children. The School has thrived from that point onward and moved to its present site in Pont Street in 1971. It has been under lay leadership and management for some time although its links with the Catholic Church are still strong. There was a change of Head in January 2007.

Entrance to our School is most normally through the Girls’ Schools Association London Consortium Examination and we draw from a wide range of Preparatory and Primary Schools. Pupils are, for the most part, motivated and enjoy school. Class sizes are small ~ normally in the region of 20 girls, although some classes are smaller. There is good provision for the small number of pupils who have either mild SpLD or English as a second or additional language. Results at GCSE, AS, and A2 are good and the School has a very good record for Value Added. Members of the UVIth go to a good range of universities. Relationships between pupils and Staff are very good and visitors often remark on the family atmosphere of the School.

The School is a member of the Girls’ Schools Association. 

Salary, benefits and holidays

The Marketing Assistant will work 5 day per week. During term time Office Hours will be 8.30 am to 4.30 pm (including an hour for lunch), although it should be noted that attendance at key promotional events will require attendance outside these hours ~ no additional salary or time off in lieu will be payable in such cases. During School Holiday time normally Office Hours will be 9 am ~ 3 pm (including an hour for lunch), unless these need to be modified as a result of the need to supervise an on-going fund-raising project or marketing project. During holiday time he/she will be expected to help the Headmaster’s PA in staffing the School Office in addition to their other duties.
The Marketing Assistant will have 5 weeks annual leave, with no more than two consecutive weeks being taken at any given time. The timing of leave will be by negotiation with the Headmaster’s PA and will be viewed in relation to any project which may be scheduled. It is expected that the bulk of this leave will be taken during the School’s holidays. The School observes all Public Holidays. 

This post will attract a salary in the range of £16,000 ~ £19,500 p.a. dependent on experience and reviewed annually. The Marketing Assistant may take meals in the dining room free of charge during term time (the School has an excellent reputation for its food!) if they wish.
Applications

Candidates should submit a letter of application and full cv to the Headmaster (Robert Carlysle) by e-mail to jobs@morehousemail.org.uk no later than 13th August 2010. It is anticipated that interviews will be held on 20th August 2010 at the School’s site.

More House School is committed to protecting the well-being of its pupils through safe recruiting practices. As a result the successful candidate will be required to pass a full Criminal Records Bureau check and be medically fit to undertake the post. 

