Cobham Hall

Marketing Assistant
Candidate Information Pack

INTRODUCTION

The Mill Hill School Foundation is looking for a dynamic, creative
and enthusiastic Marketing Assistant to join our growing Marketing
department. If you have an eye for detail, passion for marketing and
enjoy working in a fast-paced environment then please apply for this
role.
Closing date for applications: 10am on Friday 3 December 2021

Key facts about the role:

Schools
ALL SCHOOLS WITHIN
THE MILL HILL SCHOOL
FOUNDATION

Salary
UP TO £24,000

Hours
40 HOURS PER WEEK,
ALTHOUGH FLEXIBILITY IN
WORKING ARRANGEMENTS
WILL BE REQUIRED

Contract Type

Reporting To

PERMANENT, FULL TIME,
FULL YEAR

MARKETING EXECUTIVES

Contract Type

Holidays:

CONTRIBUTORY
STAKEHOLDER PENSION
SCHEME

25 DAYS ANNUAL LEAVE
PLUS STATUTORY BANK
HOLIDAYS PLUS AGREED
DAYS OVER THE
CHRISTMAS AND NEW
PERIOD

THE FOUNDATION
The Mill Hill School Foundation Ethos
The Mill Hill School Foundation educates boys and girls from 3–18, seeking to equip them for life, both
now and in the future.
Our stimulating academic environment and numerous activities outside the classroom encourage
learning and personal growth. We are committed to the development of every pupil and believe that
our friendly and supportive community helps this to happen. We seek as a Foundation to instil a love
for learning which will last a life time, whilst balancing this with a readiness to embrace change.

JOB DESCRIPTION
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Work under the direction of the Marketing
Executives to support the team in the day-to-day
tasks in delivering the Marketing objectives and
helping communicate the key brand messages.
This role will involve working closely with
multiple stakeholders in particular; Senior
Leadership Team, the Admissions Team,
International Recruitment Team and Teaching
Staff. Utilising all relevant marketing channels;
ensuring design and content is inspiring,
relevant to different audiences, correct and up to
date.
CW_d:kj_[iWdZH[ifedi_X_b_j_[i
IeY_WbC[Z_W0
> Support the content creation for all channels
(Instagram, Facebook, Twitter and LinkedIn)
including sourcing and taking photos of school
activities and events to accompany the posts
> Load content and monitor the existing platforms
and make approved responses when required
> Follow educational specialists on social media to
look for opportunities to contribute to discussions
online and build relationships with them
> Keep abreast of changes in digital channels
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> Edit the website using Wordpress to ensure it
contains up to date information
> Writing news stories and other content; liaising
with teaching staff and other departments where
necessary
> Drive traffic to the website through appropriate
initiatives
> Monitor the content of the information on the
website with a view to maximising Search Engine
Optimisation (SEO)
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> Support the execution of any campaigns for
events such as Open Morning. Covering both
off-line and digital channels
:[i_]d0
> Assist in creating promotional and branded
materials; both printed and digital assets
> Support in the design of the weekly parent enewsletters
> Support in the creation the Grimsdell School
Magazine and work in conjunction with the
Belmont School Magazine Editor to create their
school magazine

International Recruitment:
> Provide administrative support to the
International Recruitment Team
> Support the production of marketing materials
for international trips and communication
channels with agents
Other:
> Support the delivery of key events such as Open
Morning
> Work closely with our Video Production Society to
gather content
> Support in outreach to press and publications and
monitor media coverage
> Update educational websites where information for
our schools are held e.g. Good Schools’ Guide and
Agent Portals
> Support in loading of content on our internal digital
screens working closely with the office teams
> Create surveys as and when required to gain
insights
> Work closely with external agencies
> Maintain organised files for brand assets,
photography etc.
General:
> Regularly review other schools’ activity and
changes in the schools market
> Ensure compliance of all school administrative
processes and procedures
> Appreciate and support the role of other
professionals, and establish constructive
relationships and communicate with other
organisations and individuals as required
> Participate in training and development activities
and programmes
> Attend, participate and take minutes in meetings
as required
> Comply with, and assist with the development of
policies and procedures, and report all concerns to
an appropriate person, in respect of:
> Child protection
> Health, safety, and security
> Confidentiality
> Data protection
> Perform any other duties as requested by the
Marketing Executives and Head of Marketing as
commensurate with the post
This job description is not necessarily a
comprehensive definition of the post. It will be
reviewed and may be subject to modification at any
time after consultation with the post holder.

PERSON SPECIFICATION
Qualifications and Skills
Desirable
> Educated to Honours degree or equivalent
professional qualification
> Digital Marketing qualification
Experience and Knowledge
Essential
> Excellent IT skills including use of MS Office (MS
Excel, MS Word and MS Outlook)
> Knowledge of social media platforms
> Experience of photography
> A proven interest in digital channels; copywriting
and design
Desirable
> Experience of working in an educational
environment
> Good knowledge of CMS (Word Press) and
InDesign

Abilities, Skills and Attributes
> Enthusiastic, self-motivating and proactive
> Excellent verbal and written communication skills
> Strong attention to detail and creative flair
> Ability to build and form working relationships
with pupils, parents, and colleagues, to work across
operational boundaries and a strong team player
> Ability to multi-task and prioritise work; be able to
work under pressure in a fast-paced environment
and meet deadlines whilst producing high quality
work
> An awareness of the importance of safeguarding
in schools and how that would relate to this role,
particularly in areas such as the photography and
videography of children on a regular basis

HOW TO APPLY
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If you would like to apply for this role, please
download the application form from the
School website, Our Guidance Notes for
Applicants can also be found on the website.
View Online Page
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Your application form should be completed in
full and returned to
applications@millhill.org.uk by 10am on
Friday 3 December 2021.
Please note that we are unable to accept
applications unless they are made on our own
application form. Due to the large number of
applications the School receives, please be
aware that only shortlisted candidates will be
contacted to be invited for an interview.
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Should you require any further
assistance, please contact us via email
applications@millhill.org.uk

The Mill Hill Foundation is committed to
safeguarding the welfare of children. The
School is registered with the DBS and
successful applicants will be required to
complete successfully the Disclosure
procedure at the Enhanced level. It is an
offence for person barred from working with
children to apply for this post.
The Mill Hill School Foundation is committed
to Equal Opportunities and welcomes
applications from all sections of the
community.

Instilling values, inspiring minds
millhill.org.uk

Mill Hill School
The Ridgeway
Mill Hill Village
London NW7 1QS
020 8959 1221
millhill.org.uk
Follow us
@MillHillPrePrep @MillHillBelmont @MillHillSenior @MillHillIntl @CobhamHall

