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Job Description:	Marketing and Administration Assistant 


Responsible To:	Head of Marketing and Office Manager
Hours of Work:	Full-time Monday to Friday 8.00 am to 5.00 pm
Plus, approximately 6 Saturday mornings per annum for school events and occasional evening events.

 JOB CONTEXT AND PURPOSE	

Caldicott is one of the country’s most prestigious Independent Boarding and Day Preparatory Schools. We are a flourishing boys-only school with around 260 boys from 7 to 13 years old. We deliver a first-class education, sporting provision, and a rich variety of music, drama, arts, and extracurricular opportunities in a friendly and supportive working environment. The school is only 20 miles from central London situated within 40 acres of greenbelt countryside.

The purpose of the Marketing and Administration Assistant role is to assist and support the Head of Marketing in strengthening the prospective parent pipeline and protecting Caldicott’s prestigious brand. The role will ensure communications to prospective and current parents are professional and aligned with Caldicott’s marketing goals and wider strategy. The incumbent will deliver effective and engaging communications and provide administrative support for Admissions and Marketing, as well as the Front Office Team. 

Caldicott is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

 CORE AREAS OF RESPONSIBILITY	

A. Marketing, Communications and Events
· Seek out school news stories and translate them into engaging content for internal and external communication channels.
· Write and publish articles on the website which embody the school’s key messages whilst engaging both prospective and current parents.
· Collate the school’s weekly newsletter for current parents and support the Head of Marketing in producing the half-termly prospective parent newsletter.
· Work alongside the Head of Marketing to produce engaging social media content which aligns with the overarching marketing strategy.
· Stay abreast of changes and trends in social media as well as analyse the performance of content to drive the channels forward.
· Work internally with teachers and staff members to produce visually appealing materials including programmes, posters, brochures, and flyers, using design software such as Adobe InDesign and Canva.
· Design handbooks and other informative materials for new parents.
· Capture photo and video content that encapsulates the life of the school (including weekly events as well as more ‘candid’ moments).
· Maintain and update website content to ensure information remains accurate and engaging.
· Support the Head of Marketing in designing and editing print and online advertisements.
· Liaise with the Front Office Team to provide administrative support for the marketing and communications department.
· Assist the Director of Admissions with event organisation.

B. Administration 
· To be an excellent ambassador for the school when engaging with prospective and current parents.
· Work as part of the Front Office Team, providing support and cover to the Office Manager and Logistics Coordinator when required.  Circumstances may require occasional reallocation of tasks in order to protect the core work and smooth-running of the front office.
· Any other ad-hoc tasks and projects that the Head of Marketing, Office Manager or Director of Admissions may reasonably assign within the general nature of the role.

C. Safeguarding and Child Protection
· To implement and adhere to best practice in safeguarding and promotion of the welfare of children and young people
· To lead by example on good pastoral, safeguarding and child protection behaviours.

 GENERAL DUTIES	

· To work within all regulatory and school policies, procedures and codes of practice.
· To undertake such other duties as are agreed to being in keeping with the general nature of the role.
· To work collaboratively with the Head as required to ensure consistently high standards of customer service and to deliver on key marketing objectives.  

 TERMS AND CONDITIONS	

All other terms and conditions are those as referred to in the letter of appointment and contract. Date of Job Description:	August 2026

Signed:

Postholder

Date of signing:	 	
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