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Mayfield is seeking to appoint an experienced and highly motivated Marketing and Communications 
Manager to join the established and thriving Admissions, Marketing and Development 
department.  This new role is a key position within the School and the successful candidate will be 
responsible for the delivery of a strategic marketing and communications plan and raising the 
profile, reputation and awareness of Mayfield locally, nationally and internationally through focused 
initiatives. 
 
The Marketing and Communications Manager will report directly to the Director of Development 
(responsible for Admissions, Marketing and Development) and will also have a close working 
relationship with the Marketing and Communications Assistant, Registrar, Assistant Registrar and 
Development and Alumnae Manager.    
 
Mayfield 

Mayfield is a vibrant, happy and successful independent Catholic boarding and day school for girls 

aged 11 to 18.  Founded in 1872, the School is set within 75 acres of beautiful Sussex countryside, 

conveniently located just outside Royal Tunbridge Wells, within an hour of central London by train 

and with easy access to Gatwick and Heathrow airports. 

Mayfield is successful in unlocking and developing the unique potential and talent of each girl in an 

inspiring learning environment.  A Mayfield education combines academic excellence, breadth of 

opportunity and exceptional pastoral care. One of the School’s greatest strengths is its proven ability 

to unlock and develop the unique potential and talent of each girl in an inspiring learning 

environment.  There are currently 400 pupils in the School of which almost half are boarders. 



The School enjoys excellent facilities, including an award-winning Sixth Form Centre; a specialist 

Science Centre; internationally renowned creative arts teaching and learning facilities; an indoor 

swimming pool; a Technology Suite and a first-class Equestrian Centre on campus. 

School Ethos 

The vision of Mayfield’s founder, Cornelia Connelly, to educate young women to respond to the 

needs of the age remains central to the School’s education philosophy today.  We are committed to 

helping each girl discover and develop her unique talents, to be herself and to make that self the 

best it can be.  Our Catholic heritage, which remains fundamental to the life of the School and 

provides a moral and spiritual framework for daily life, encourages integrity, generosity, compassion 

and courage within an inclusive community, which welcomes all.  The School’s motto ‘Actions Not 

Words’ is embodied in our voluntary service programme, which promotes a spirit of personal and 

social responsibility. 

Principal Duties and Responsibilities 
 
Brand and Content Management 
Support the Director of Development to implement the School's marketing and communications 
strategy (including digital), ensuring that the School’s ethos and vision is represented consistently 
and effectively through high quality internal and external communications.  
 
Manage the School's presentation in the media and other communication channels, building positive 
brand awareness, and deliver advertising and communications activities which support pupil 
recruitment. 
 
Generate a regular supply of high quality and relevant content (including editorial and press 
releases) either independently or working in collaboration with other contributors across the School.   
 
Develop strong and effective relationships with key media and online platforms locally, nationally 
and internationally to support the generation of editorial opportunities. 
 
Ensure school profiles for all relevant education publications (e.g. Good Schools Guide) and external 
digital platforms (e.g. ISC) are maintained up-to-date. 
 
Engage with staff across the School to coordinate and deliver the programme of engagement with 
feeder schools to promote enrolment. 
 
Develop a detailed knowledge of market trends and developments to inform the School's marketing 
strategies. 
 
Marketing Publications Management 
Manage the production of the School's suite of publications, including (but not limited to) 
prospectuses, weekly School e-bulletin, School Magazine, Alumnae Magazine and Boarding House 
Handbooks. 
 
Research, write and edit articles for publication in internal publications.   
 
Proof read and edit all branded publications produced by the School. 
 
Evaluate the effectiveness of marketing communications and recommend alternatives as 
appropriate. 



 
Online Marketing 
Manage (and analyse the success of) the School’s online systems, including the School website, 
Parent Portal and social media channels, to promote the School, ensuring content is up-to-date.   
 
Proof read, edit and create content from a variety of sources for use on the School website, social 
media channels and Parent Portal. 
 
Ensure photography and video content is maintained up-to-date for both online and print media 
channels. 
 
Review Google Analytics to analyse and report on the effectiveness of the website and other digital 
platforms.  
 
Event Management 
Manage the delivery of a range of marketing events throughout the school year, in conjunction with 
Admissions and Development colleagues, and ensure the timely production of marketing materials 
to support these events as appropriate. 
 

Person Specification 

Essential: 

Educated to degree level with at least three years of experience in a marketing environment.  

Although experience in the independent schools sector is not a requirement, the post holder must 
have a sound knowledge and understanding of the industry, an affinity with Mayfield's values and 
culture and the ability to promote the School in a compelling manner. 

Exceptional verbal and written communication skills, with a proven track record of creating and 
delivering high quality marketing materials and communications across a variety of media 
channels. 

Experience of using social media platforms in a creative manner and analysing their effectiveness. 

Strong attention to detail and excellent copy writing and proof reading skills. 

IT proficient, with experience of MS Word and Excel, social media platforms and preferably online 
promotion tools and web technology.  

The ability to work under pressure and to tight deadlines with accuracy and creativity, and to 
prioritise workflow to ensure deadlines are met. 

Proactive, with the proven ability to work autonomously and take responsibility for actions. 

Strong team player, with the ability to develop effective working relationships with colleagues. 

A willingness to work flexibly as the demands of the post requires commitment outside normal 
office hours, including some evening and weekend work. 

Committed to the safeguarding and wellbeing of children and young people. 

 

Desirable: 

Relevant experience within the Catholic independent schools sector and boarding. 

Experience and knowledge of website design and management. 

A professional marketing qualification. 

 

Terms of employment 

 Attractive salary commensurate with experience. 

 37.5 hour working week  



 Free on-site parking 

 Generous school fee discount and complimentary use of the School’s excellent leisure and dining 

facilities. 

 Six month probationary period. 

 

Safeguarding 

Mayfield School is committed to safeguarding and promoting the welfare of children and expects all 

staff and volunteers to share this commitment.  All appointments will be subject to a satisfactory 

enhanced DBS disclosure. 

How to apply 

Application forms are available on the School website – www.mayfieldgirls.org/vacancies.     

Application forms should be returned to the HR Manager via email to hr@mayfieldgirls.org or post 

to Mayfield School, The Old Palace, Mayfield, East Sussex TN20 6PH. 

The deadline for applications is 17 January 2020 at 09:00 am.  Interviews will be held in the week 

commencing 27 January 2020. 
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