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JOB DESCRIPTION
MARKETING ASSISTANT
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	The School:
	Twyford is a successful co-educational, independent day and flexi-boarding prep school for pupils aged two to thirteen.  Situated in the village of Twyford, near Winchester, the School is set within a truly enviable position of 30 acres of mature grounds, with a beautiful 18th Century Queen Anne country house as its centrepiece.  Surrounded by stunning Hampshire countryside, the School prides itself on being one of the oldest prep schools in the country.  


	About the Role:
	The Marketing Assistant plays a key role in promoting the School, enhancing its reputation, and supporting pupil recruitment efforts. This is a dynamic and varied role involving marketing communications, digital content creation, social media, event support, and administrative assistance for the admissions process. The post-holder will work closely with the Head of Marketing and the Registrar as well as wider school staff to deliver an exceptional experience for prospective families.
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	Contract:
	Permanent


	Working hours:
	Full-time, 37.5 hours per week or Part-time.  52 weeks or working state school term time (39 weeks) will be considered.  Some evening and Saturday working (for which time off in lieu will be given) is required.


	Salary:
	£25,000 FTE


	Paid Holiday:
	28 days, plus bank and public holidays, pro rate for part-time. 


	Start Date:
	As soon as possible.


	Reporting Line:
	Head of Marketing




DUTIES AND RESPONSIBILITIES 

1. Marketing & Communications
· Assist in implementing the School’s marketing strategy to support pupil recruitment and retention.
· Assist in creating, editing, and publish engaging content for the School’s website, newsletters, and social media channels (Instagram, Facebook, LinkedIn etc.)
· Maintain a content schedule ensuring timely coverage of School events, achievements, and activities.
· Support the production of marketing materials including newsletters, brochures, flyers, and digital assets.
· Assist with school photography, photo editing, and video shoots, ensuring high‑quality visual assets for marketing channels.
· Monitor social media channels, ensuring consistent tone, prompt responses, and proactive engagement.
· Gather news stories, images and pupil/teacher quotes around the School.
· Liaise with external designers, photographers, and printers as required.
· Assist with maintaining brand consistency across all internal and external communications.
· Help manage website updates and monitor social media and web analytics.
· Assist with the marketing of enterprise / commercial initiatives.
· Provide support to the Alumni & Development Manager, particularly with event planning.
2. Admissions Support
· Be a point of contact for prospective parents, providing warm, professional, and knowledgeable assistance.
· Support the Registrar with the enquiries process, applications, and supporting documentation.
· Help to schedule and coordinate tours, meetings, assessments, and taster days.
· Assist in the preparation of admissions correspondence, including offer letters and information packs.
· Support the organisation and delivery of open mornings, induction events, and new pupil welcome activities.
· Maintain accurate admissions records, ensuring compliance with school policies and data protection requirements.
· Assist in preparing admissions reports and statistics.
3. Events Support
· Help plan and deliver marketing, admissions and alumni events such as open days, exhibitions, community events, and networking opportunities.
· Assist with event administration, catering, signage, photography, and post event tasks. 
· Represent the School professionally at internal and external events.
4. General Administrative Duties 
· Provide day-to-day administrative assistance to the Marketing & Admissions team.
· Support the management and organisation of digital photo libraries and marketing archives.
· Assist with routine office duties including filing, data entry, stock management, and supplier coordination.
· Undertake any other reasonable duties consistent with the role.
· Use InDesign to edit and prepare job descriptions and support with the social media advertising of job vacancies.
General Expectations of All Staff
· Follow the School’s safeguarding policy and prioritise pupil wellbeing.
· Contribute to the day-to-day running of the School and comply with policies and procedures.
· Treat pupils and colleagues with courtesy and respect.
· Participate in relevant training programmes.
· Work in a cooperative, diplomatic, and flexible manner.
· To carry out any other reasonable duties as requested by the Headmaster or Bursar.





Person Specification
The ideal candidate will 
· Have excellent written and verbal communication skills, with strong attention to detail
· Be highly organised, reliable, and eager to learn, with the ability to manage multiple tasks and work to deadlines. 
· Have experience or education in Marketing, Media, Digital Communications, Graphic Design or a related field.
· Be confident using social media platforms and digital design tools (e.g., Canva, Adobe Creative Cloud including Illustrator and InDesign)
· Be a creative thinker with an eye for photography, content creation, and visual storytelling.
· Be warm, friendly, and professional manner when dealing with families.
· Have discretion and respect for confidentiality.
· Have a willingness to work occasional evenings or weekends for school events.
This job description is not exhaustive. The post holder may be required to undertake other duties that are consistent with the role, to meet the evolving needs of the School.  This job description will be regularly reviewed as the needs of the School adapt.   

The School also provides a range of benefits for staff including:

· Access to extensive professional development opportunities.
· Workplace Pension
· Free Death in Service and Critical Illness benefit. 
· Access to Employee Assistance Programme.
· School Fees Remission.
· Free lunch and hot beverages during term-time.
· Free parking on site
· Staff swimming sessions in our indoor swimming pool.
· Cycle to work scheme.


For more information about the School and an application form (CVs alone will not be considered) please visit our website, www.twyfordschool.com. For further information, please contact Mrs Vanessa Chapman, HR Manager on 01962 712269 or recruitment@twyfordschool.com.

The closing date for applications: 9am on Wednesday 15th April 2026

This vacancy may close prior to the stated date and interviews will take place as a suitable field of candidates is obtained. Early submission of applications is recommended.

Twyford School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
Applicants will be required to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS).
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Twyford School is a company limited by guarantee, registered in England. Company No: 558147
Charity Registered No. 307425




