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Job Description

Job Title:

School Events and Communications Co-ordinator   
Hours:


36.25 hours per week, term time plus 2 weeks 
(some flexibility will be required to meet the needs of the school)

Responsible to:
 
Business Manager
Salary:                         
Band 5 (scp 19 to 22)

Main Purpose of the Job:
· In liaison with the Headteacher and Senior Leadership Team, lead and manage day-to-day school events, communications and fundraising activities
· Provide efficient and effective management of school lettings, ensuring they meet the needs of the school, the school community and hirers, whilst achieving operational and financial plans 

· Be responsible for carrying out the day-to-day management of all aspects of the school’s website and social media

Main duties will be:

Events
· Organise and participate in a wide range of school events, taking responsibility for all aspects of organisation and administration, to ensure students, staff, governors, parents etc. receive appropriate information and have a positive experience i.e. Open Events (three per year) Parents Evenings, Curriculum Evenings, Advent Carol Service, Induction Evening, Sports Awards and Prize Evenings. 
· Contribute to the school events calendar, liaising with school staff and external partners as appropriate.   
· Support events organised by stakeholders i.e. training events or ‘Friends of BTH’ etc.
Lettings/Hiring of School Facilities
· Operate the on-line booking system to manage bookings and process payments
· Process and update hirer’s information, and send out all relevant documentation to ensure Health and Safety and safeguarding compliance
· Ensure all lettings operate in accordance with school procedures and protocols
· Manage the letting schedules and staff rotas 
· Monitor visitor access and ensure security awareness procedures are in place 
· In liaison with site staff, ensure all areas/facilities are correctly prepared and set-up in accordance with normal operating procedures
· Line manage the Leisure Operative staff to ensure all routine tasks are completed and high quality standards of customer care, cleanliness and service are achieved 
· Work with the School Business Manager to promote school facilities to increase usage
Fundraising

· In liaison with the Business Manager, manage and develop fundraising opportunities to identify financial support and donations through sponsorships, events and individual giving, to grow income long term
· Initiate, develop and manage successful fundraising campaigns, e.g. school lottery, business directory, sale of school uniform, and other events to support the priorities of the school

· Optimise School Fund contribution income in line with school priorities

· Promote, lead and encourage parental engagement of ‘Friends of BTHCC’ and organise related events 
Communications

· Support the Senior Leadership Team with whole-school communications to ensure consistent and effective communication with pupils, parents/carers and staff etc.  This includes writing news stories to promote the work and success of pupils, staff and the school
· Develop, manage and update the school’s use of social media and digital marketing

· Engage, maintain and develop links with stakeholders including parents, alumni, local businesses and the wider community

· Archive all media coverage

· Act as brand guardian, ensuring house style, guidelines, quality, values and key messages are consistently followed

Website and social media

· Ensure on a daily basis the website is kept up to date with news and content to reflect life at school

· Ensure the continuous development and improvement of the website.

· Ensure website content complies with statutory requirements, undertaking regular checks in liaison with Headteacher and SLT

· Support and train nominated members of staff on how to update the website, and meet with the Headteacher regularly to discuss/agree updates and content

· Lead our social media channels, managing, monitoring and producing creative content to promote our school and engage our stakeholders. 
· Photography:  take, select, commission and edit photography for a range of purposes.  To act as school photographer at important events such as school presentation evenings, Year 11 and 13 Proms, results days etc.  

· Ensure correct practice is followed in relation to licensing and copy righted content, photo consent, GDPR and other statutory guidelines

Other duties
· Initiate, manage and regularly review/update school projects, such as Eco Schools, Travel Plan, Cycle to Work scheme, Carbon Neutral Plan etc to support an effective and co-ordinated communications strategy
Additional:
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person

· Be responsible for your own continuing self-development, and willing to undertake any additional training as appropriate

· Contribute to the overall ethos/work/aims of the school

· To undertake any other reasonable duties, as directed by the Headteacher 

· This job description will be reviewed annually and may be subject to amendment at any time after consultation with the post holder.  It is not a comprehensive statement of tasks but sets out the main expectations of the school in relation to the post holder’s duties and responsibilities

Person Specification
School Events and Communications co-ordinator   
	Education/Qualifications/Training

· GCSE C+ qualifications/equivalent in Maths and English
· First Aid qualification or willingness to undertake training

	Essential

E
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	Desirable



	Knowledge/Understanding/Experience
· Experience of planning and managing events/working in a relevant environment role (min 1 year)
· Knowledge of different methods of fundraising

· Experience of managing staff

· Excellent IT skills and knowledge of Microsoft applications  
· Experience of using digital and social media platforms 
· Understanding of managing media in an education/public sector environment
· Understanding of IT Security and GDPR

· Understanding of safeguarding

· Experience of working with young people
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	Personal skills and abilities
· Excellent communication and presentation skills, both verbal and written

· High levels of accuracy and attention to detail, particularly copywriting and proofreading

· Excellent organisation skills, able to meet deadlines 
· Ability to use own initiative and work within school protocols and procedures
· Ability to build relationships with a wide variety of people
· Ability to think creatively and problem solve
· Ability to develop respectful and professional relationships with students and colleagues 

· Calm under pressure, resilient, reliable and committed to inclusive education
· Ability to work flexibly and to respond to the needs of the school
· Reflective practice

· Firm commitment to the school and its ethos
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