
 

 

Manor House, Cacutt Street, Cricklade, Wiltshire, SN6 6BB 
01793 750275  www.cricklademanor.com 
Cricklade Manor Prep Limited, registered in England Number 8982719 

 
 

 

  

Marketing & Communications Co-ordinator 
 
Candidate Pack 
 
(Full time or minimum 0.6) 

  
  

  
 

  



 

Page 2  

 

Introduction  

An energetic, enthusiastic and ambitious Marketing & Communications Co-ordinator is required to help lead 
this highly regarded co-ed prep school through an exciting phase of development and expansion. 

Key dates:   Apply by noon Friday 5th March 2021 

Job start:   March/April 2021 

Location:   Cricklade, Wiltshire (SN6 6BB) 

Contract type:   Full Time (may consider Part Time) 

Contract term:  Permanent 

The Setting 

Cricklade Manor Prep (formerly Prior Park Prep) is a long-established Independent Prep School located in 
the heart of Cricklade, Wiltshire. Cricklade is a short drive from the M4 and A419, making it easily accessible 
from Cirencester, Swindon, Malmesbury and surrounding areas.  

The school is housed on an 8-acre site within the town, including a handsome Grade II listed manor house, 
a separate Pre-Prep department housed within a walled garden, a number of purpose-built classroom blocks 
and extensive sports facilities including astroturf and grass pitches, a sports hall and swimming pool.  

The Experience 

Cricklade Manor Prep educates boys and girls from age 2 to 11. At the end of their time at the school, pupils 
move on to a wide range of independent, grammar and maintained schools. The school’s mission is built 
around three key pillars: Challenge, Motivate & Prepare. 

The school aims to:  

• Develop the academic, musical, creative, sporting and other talents of each boy and girl. 

• Provide outstanding pastoral care in a secure, happy, nurturing environment, underpinned by principles 

of tolerance, kindness and respect. 

• Create an outward-looking ethos, building links with parents and the local community. 

• Prepare leavers for entry to senior schools at 11+. 

• Enable leavers to be confident, capable, caring and independent minded. 

To find out more about the school visit: www.cricklademanor.com    

The Future 

In September 2017, the school joined the Wishford Schools group and Guy Barrett was appointed as 
Headmaster to lead an exciting period of investment, modernisation and development. The school was 
relaunched as Cricklade Manor Prep in January 2018 and has been through an exciting few years of 
development and growth.  

Wishford Schools 

Wishford Schools is a small, friendly group of nine independent schools. The group aims to provide an 
excellent education to all pupils, giving every child the opportunity to shine. Standards and expectations 
are high, and staff and pupils are challenged and supported to give their best.  

For more information on the Wishford Schools group, please visit: www.wishford.co.uk 

The Opportunity 

The Headmaster invites applications for the new role of Marketing & Communications Co-ordinator.  

The successful candidate will support the school’s growth and development by helping to build awareness, 
drive an increase in enquiries and ensure a high conversion level. This is a very hands-on role, and is best 
suited to an action-oriented individual. 

Candidates are sought who can demonstrate: 

http://www.cricklademanor.com/
http://www.wishford.co.uk/
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• Excellent communication and relationship-building skills;  

• A creative, engaging style, and demonstrable talent in the creation and deployment of rich content 
through digital channels; 

• An energetic, proactive approach; and 

• A track record of building brand awareness and driving sales. 

The Marketing & Communication Co-ordinator will be supported by the Group Marketing department. 

A full job description and person specification can be found below. 

An affinity with independent schools would be advantageous, but experience within the sector is not a 
requirement. 

Remuneration & Terms 

An excellent salary and benefits package will be provided including a basic salary of £28,000-£35,000 (FTE, 
depending on experience) and the potential for school fees remission. 

This is a year-round role and will require some weekend and evening working to support school events and 
Open Days. Flexible working from home may be possible, particularly during school holidays.  

Applications from candidates seeking a part-time role may be considered – please state this clearly in your 
covering letter. 

Application Process & Important Dates  

Applicants should obtain an application form from www.wishford.co.uk/jobs and submit this by email to 
jacky.barratt@cricklademanor.com  

The application form may be accompanied by a covering letter of no more than one page addressed to the 
Headmaster. Candidates are also invited to submit an article they have written to support their application.  

Visits to the school can be arranged; please contact the Registrar, Penny Kelly to make an appointment. 
(penny.kelly@cricklademanor.com) 

The closing date for applications is noon on Friday 5th March 2021.  

Cricklade Manor Prep is committed to safeguarding and promoting the welfare of children. Applicants must 
be willing to undergo child protection screening appropriate to the post, including checks with past 
employers and the Disclosure and Barring Service. 
 

 

  

http://www.wishford.co.uk/jobs
mailto:jacky.barratt@cricklademanor.com
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Marketing & Communications Co-ordinator 

Job Description 

 

Responsible to:  Headmaster 
   Group Head of Marketing 

 

Main Responsibilities  

Strategic leadership 

• Work closely with colleagues within the school and group to set and deliver the school’s strategic 

development plan. 

• Analyse and report new enquiry data to the Senior Leadership Team and Group, identifying trends 

and patterns in the data and tailoring activity accordingly.  

• Motivate and develop the Marketing skills of all staff. 

Marketing 

• Define and consistently implement the School's brand guidelines and key selling messages. 

• Plan and implement the activity in the school’s weekly marketing grid, posting regular, engaging 
content to the school’s website and social media channels. 

• Oversee the creation of new marketing collateral. 

• Manage marketing events, including regular Open Days and community events, and support with 

other school showcase events such as Speech Day. 

• Generate a positive and proactive whole-School marketing culture amongst all staff. 

• Build a strong working relationship with parents and enlist their support with the school’s 

marketing activity. 

• Oversee or undertake market and competitor research and analysis. 

• Plan and oversee advertising activity. 

• Proactively identify and react to opportunities to raise the school’s profile within the local 

market, including building relationships with partner organisations locally.  

Communications 

• Oversee the School’s communications strategy, ensuring high standards are maintained in all 

internal and external communications. 

• Manage the School's website and social media channels, ensuring a detailed plan is in place and 

effectively implemented to deliver the school’s key selling messages and showcase all that the 

school and nursery have to offer. 

• Prepare the school’s weekly and end of term newsletters, and support the creation of handbooks 

and related communications including the school prospectus.  

• Ensure high standards are maintained in all internal and external communications.  

Admissions 

• Maintain and improve the efficiency and effectiveness of admissions procedures, ensuring an 

outstanding customer experience. 

• Plan and implement a programme to build closer links with local nurseries and playgroups.  

Business Development, Commercial & Other  

• Identify, develop and deliver opportunities to generate additional business through relationships 

with local employers and other influencers such as Estate Agents and Relocation Agents. 

• Explore the potential to build an alumni association. 
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Person Specification  

The successful candidate will have the following skills, experience and qualities: 

Skills 

• Excellent written and interpersonal communication skills. 

• The ability to build relationships with colleagues, parents and the local community. 

• Creative flair, a good eye for a story and excellent attention to detail.  

• Excellent planning, administration and time management skills. 

• The ability to work to deadlines. 

• Analytical skills and the ability to assess and present data.  

• Strong IT skills including website editing. The ability to use photo and video editing software would be 
beneficial. 

• Strong social media skills and ability to create exciting and engaging content. 
 

Experience 

• Demonstrable experience of achieving results in a marketing role in an analogous organisation.  

• Experienced in the development and running of social media accounts  

• Professional qualifications in marketing or admissions beneficial but not essential.  

• An understanding of the independent school’s sector would be beneficial but not essential. 
 

Personal Qualities 

• Ability to work well under pressure in a busy school environment.  

• A very organised approach to work.  

• Attention to detail and commitment to the highest standards of work. 

• Lead by example with honesty and integrity. 

• A ‘can do’ attitude and the willingness to work hard to get things done. 

• A strong entrepreneurial spirit. 

• Be able to take the initiative and able to take an idea and develop it through to completion. 

• Ability to play a significant role in the local community, raising the school’s profile. 

• Ambition, energy, enthusiasm and commitment. 

• A confident and outgoing personality.  

• Flexible and adaptable. 

• A good sense of humour!  


