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JOB DESCRIPTION:
Whole School Support Staff role
Job Title:
Marketing and Communications Assistant 
Grade/Salary Range/Hours:
Grade E/WBC SP7 £26,403 p.a. £22,381.00 pro rata. 

(Spinal Points ranging from 7-12 £26,403.00-£28,598.00) 
 
37 hours per week term time only) with an additional 2 weeks over the summer payable as additional hours on a timesheet 
Report to:
Marketing and Communications Officer
Core Purpose

The Marketing and Communications Assistant will support the Marketing and Communications Officer with the on-going development and technical support for all school marketing and communications functions; together with providing a high-quality reprographics support service to staff and pupils, working, working collaboratively with the Resources Assistant.
Key Responsibilities 

Marketing and Communications 
· To promote brand identity across all school functions both internal and external, focusing on the production of digital signage, notices, newsletters and standardisation of all school documentation.

· To support the Marketing and Communications Officer in the continued development, management and maintenance of the school website, together with regular checking and auditing of social media, and to provide support with InTouch Communications to parents/carers. 
· To film and edit moving images to create promotional videos for the whole school, in line with the school’s strategic vision and in consultation with the Marketing and Communications Officer.
· To work with other members of the school’s communication team to ensure that communication with parents and other key stakeholders is timely, efficient and professional, thus enhancing the reputation of the school.
· To develop other marketing and school resources in consultation with the Marketing and Communications Officer and in line with the school’s strategic vision, for example, videos for transition, posters, banners and press advertisements.
· To consult on design elements of departmental magazines, pamphlets, invitations in line with the school’s brand identity.
· To meet any other photography or video needs of the school.
· To understand the law, GDPR and restrictions on taking, storing and exhibiting photos to protect staff and students. 

· To understand Child Protection policy in regards to use of the internet and advertising and distributing photographs and restrictions.
Digital Media

· To support the Marketing and Communications Officer in all aspects of the digital media requirements of the school, from initial scoping and design to the management and scheduling of the media on digital display screens across the school site.
· To work closely with the Marketing and Communications Officer in the development of the school’s media resource, including photographs and video files, working with departments at specific points in the calendar. Keeping in line with the school’s strategic vision and its ethos.

· To assist in the creation of AV resources media for departments, where requested.
· To provide specific technical support in relation to moving and still image media to departments, where requested, in liaison with the school’s IT managed service provider.
· To offer advice and act in a consultative capacity in the provision and scheduling of key school events to ensure branding and communications are in line with the requirements of the Headteacher and the ethos of the school.
· To work collaboratively with other members of the Communications team, including the Marketing and Communications Officer, in order to develop an attractive learning environment for students at the school, in common areas. As well as supporting departments with material requests for classroom displays.
· To provide still and moving image resources for the Marketing and Communications Officer in order to update and maintain the school’s website, social media platforms and prospectus documents, to enhance the school’s communication with parents and other stakeholders, including visitors to the school.
· To provide a technical support service, including video recording and photography, to departments and the whole school.
· To assist other departments to create videos, slideshows and posters of the school to promote the school’s unique ethos and vision, thus enhancing the reputation of the school.
· To provide technical assistance and support for teachers in converting/downloading video from various resources, enabling them to be easily accessible in the classroom or assembly.
Resource Management

· To work with the Marketing and Communications Officer to complete a maintenance check of the Resource department equipment, checking that it is in good working order, communicating any need for maintenance and repair work to the school’s IT managed service provider and external suppliers.
· To oversee the running of the staff/student stationery shop and ensure appropriate stock levels and timely ordering via the Finance Team.
· To strive to operate the Resources department in a sustainable way, sourcing sustainable resources and practices across all school functions where appropriate.
· To develop and maintain recycling schemes throughout the school.

· To liaise with the school’s IT managed service provider, or external suppliers, in recommending replacements, when necessary, of damaged or out-of-date equipment.

· To manage a central inventory for all school loan equipment.
· To manage the loan of cameras/video recording equipment to teaching staff, providing assistance with the download and storage of the images.
· To research potential new equipment within budget limitations, working with the Finance and ICT Operations teams.

· To provide cover on a rota basis in order to ensure that the key functions of the Main school office is operational during holiday periods, e.g. incoming and outgoing post.
· To take, print and archive photographs of students’ work.
· To maintain an archive of such work on a dedicated area within the school network.
· To provide technical support to other departments where appropriate.
· To support the Resources Assistant in various duties, for example photocopying, printing, scanning, finishing etc., during busy periods, and to support any members of the Communications Team as appropriate, within the job holder’s level of competence.
Event Management and Support 

· To work with the Marketing and Communications Officer to plan and co-ordinate whole school events (e.g. Prospective Parent Evenings, school concerts), managing complex range of tasks to ensure proficient digital and PR support, from display to presentation.
· To check that the technology is working correctly prior to presentations and that the operation is smooth and professional.

· To support the Communications team in organising school events and lettings, working collaboratively with the Premises and Finance team.
· Specifically, to support senior leaders, teachers and governors in providing technical support for in-house events, for example setting up projectors.
· To take still and moving image recording of school events such as Drama and Music productions, Sports Day and Presentation Evening.
· Assisting with the set up and presentation of assemblies, various training and meetings if required.

Community Development / School Engagement 

· To develop effective links, collaboration and the sharing of best practice with local schools and the wider community. 

· To promote/preserve outstanding community cohesion across the school and beyond. 

· On occasion attend out of school hours events, on rotation with other members of the operations team. 

· To develop positive and collaborative working relationships with, and between staff to provide them with appropriate support and guidance in achieving the school’s priorities and targets.

· To support the vision and overall aims of the school.

Relationships with key stakeholders

· To work collaboratively with the Marketing and Communications Officer and other school technicians in providing an AV, reprographics and technical support service to the school.
· To foster and establish positive relationships throughout the school community.

· To ensure that the school follows the national policy on safeguarding and thus ensures that students are healthy and safe at school.

Other duties
· To undertake any further duties as outlined by the Headteacher provided that they are reasonable and appropriate.
· To provide ad hoc technical support to any department and help with the organisation of resources for cross-curricular activities and projects.

· To provide support with ad hoc administrative duties in school holiday periods, as appropriate.

· To be able to speak fluent English to an appropriate standard.
Extra-curricular activities and offsite trips
· To create posters and adverts to be exhibited around the school.

· To create a suite of promotional material, tickets and programmes for school events and drama productions for use in school and online.
· To assist the Film and Media Technician to film activities, where required.
Support for Resources and Communications Team

No budgetary responsibility.
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