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Job Description 
 
 
Job Title: Marketing and Communications Manager  
 
Salary Scale: P03  
 
Team:  Marketing and Communications 
 
Responsible to: Head of Academies and Corporate Communications 
 
Responsible for: nil 
 
The Team: 
 
The team will play a pivotal role in meeting the current and future needs of Orchard Hill College 

& Academy Trust (OHC&AT) through focusing on communications and issues/reputation 

management and delivering a targeted and efficient quality marketing service to the College, 

Academies and OHC&AT learner/business services. 

 
Main Duties and Responsibilities: 
 
1. To manage the Service Level Agreement marketing requirements for Academies 

including: 
 Website content updates via WordPress content management system and full 

compliance checks 

 Write design briefs and manage the creative process for Academy 
prospectuses  

 Collaborate with Academies to create storyboards for promotional videos, 
brief and manage the production company 

 Write press releases and liaise with journalists 

 Create and share social media content for the Trust and support Academies 
in an advisory capacity  

 Photography for websites, prospectuses and campaigns 

 Collaborate with students to produce photographic and written content for 
Academies. 

 Ensure that internal and external communications are GDPR compliant and 
in-line with branding guidelines. 

 
2. To ensure external media opportunities are maximised and key issues and reputational 

risks are effectively and sensitively managed. 
 

3. To lead on specific OHC&AT communications and projects as directed, i.e. external and 
internal communications, consultations, website development, key documents, 
stakeholder visits, social media campaigns, videos and news stories. 

 

4. Implement innovative practice that unites OHC&AT and the community to maximise 
opportunities for pupils and students and promotes OHC&AT key messages, within 
existing and new initiatives. 
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5. To monitor and report media coverage supported by our external Media monitoring 
service. 

 

6. To be the OHC&AT marketing team lead for branding and manage the creation and 
compliance of new sub-brands. 

 

7. To support academy developments and innovations, including consultations and out-
reach opportunities. 

 

8. Undertake any other duties compatible with the level and nature of the post as 
reasonably required by the Head of Academies and Corporate Communications. 

 

Skills and Experience 

A minimum of three years marketing experience, ideally in an education environment  

Branding experience   

Experience of digital content and social media 

Copywriting skills 

Experience with WordPress  

Experience with design packages 

Photography skills  

Experience of working in a fast-moving environment, with an ability to handle numerous 

projects with competing deadlines and priorities   

Strong written and verbal communication skills  

Excellent attention to detail  

Highly organised, with good time management skills  

Self-motivated  

Experience working both independently and in a team-oriented, collaborative environment  

Understanding of GDPR requirements and processes  

Ability to build and form good relationships with colleagues and students 
 
Able to contribute new ideas and ways of working 
 
A ‘can do’ attitude 

Excellent interpersonal skills and confident working with senior leaders  

 


