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Post: Marketing and Communications Officer
Reporting to: Business Operations Manager
Location: Ark Charter Academy, Portsmouth
Hours: Part-Time 15 hours (Term Time Only)
Contract: Fixed term until 31st of December 2026
Salary: Band 6 (FTE £26,824 - £32,061)

KEY RESPONSIBILITIES
The Marketing and Communications Officer will play a key role in promoting the school’s identity, strengthening our brand, and ensuring that all communications reflect our values and high standards. The role is responsible for the creation, organisation, and the delivery of high-quality communications and marketing materials across digital, print, and media platforms. This includes website management, social media oversight, event support, design work, and the creation of engaging content for our students, staff, families, and the wider community. 

MAIN DUTIES

Digital Communications and Social Media
· Take full ownership of the school’s social media channels, including Facebook and Instagram, providing daily updates, content creation, scheduling, engagement, and analytics monitoring.
· Develop and deliver high-quality online marketing content, including posts, banners, graphics, stories, video clips, and promotional campaigns. 
· Design and schedule daily posts during key periods such as mock exams, public examinations, events, and celebrations.
· Ensure social media content is culturally responsive, inclusive, and reflects our school community. 

Website Management
· Maintain full editorial access to the school website and update it regularly with accurate, professional content.
· Ensure compliance with statutory publishing requirements, trust guidelines, and accessibility standards.
· Create and manage up-to-date web pages for both the school and the Trust as required.

Design and Creative Production
· Produce high-quality marketing and communication materials, including:
· Posters, banners, postcards, flyers, and digital screens
· Newsletters and termly staff communications
· Event branding and advertising materials
· Student resources such as conduct cards, report cards, and classroom materials
· Booklets, brochures, and guides for Year 6 transition, Pride of Charter, and other programmes
· The annual Prospectus
· Year 11 Yearbook and the full presentation for the Year 11 leavers assembly
· Provide creative support for school-wide rebranding projects, including updating templates, school letterhead, and internal communications assets. 

Photography, Videography and Media
· Capture photographs and video footage of school events, celebrations, and daily activities.
· Edit photos and videos to a professional standard for use across digital platforms, newsletters, and displays.
· Create an annual video collage documenting the school year for the community.
· Manage and monitor student photo and media consent, ensuring all content is used responsibly and in line with data protection requirements.
· Take and edit staff and student ID photos and upload them to the MIS system.

Safeguarding 
· Undertake regular safeguarding training as required.
· Ensure that statutory and Ofsted requirements for Safeguarding are met.
· To promote the safeguarding of young people.
· Support the school’s commitment to safeguarding by being vigilant and reporting any concerns to the designated safeguarding lead (DSL).
Other Responsibilities
· Work closely with Ark’s Marketing and Communications team to ensure compliance with processes and procedures.
· Contribute to the overall ethos of the Academy.
· Undertake relevant training as required to support the functions of the post and to enhance personal development.
· Act as reception cover as and when required.
· Attend meetings as and when required.
· Undertake any other duties as specified by the Principal and line manager.





Person Specification
Essential Criteria
· Proven experience in a similar marketing, communications, or digital media role, ideally involving responsibility for a school, organisation, or brand’s public profile.
· Strong graphic design skills, with proficiency in software such as Photoshop, Canva, or equivalent design tools.
· Demonstrable experience managing social media platforms including creating, scheduling, and analysing content.
· Excellent written and verbal communication skills, with the ability to produce clear, professional, and engaging content for newsletters, websites, posters, booklets, and social media.
· Ability to produce, edit, and publish high-quality photo and video content.
· Strong organisational skills with excellent attention to detail, including the ability to manage multiple deadlines and projects.

Desirable Criteria
· Additional certifications in digital marketing, graphic design, or media production.
· Experience working within an educational setting or school environment.
· Experience designing yearbooks, prospectuses, transition booklets, or branded school materials.
· Familiarity with event planning or supporting large-scale school events. 

Education and Qualifications
· Bachelor’s degree in Public Relations, Marketing, Graphic Design, or a related field, or relevant experience.
· GCSE grade C/4 or above (or equivalent) in English and Maths.

Knowledge
· In-depth knowledge of social media management and marketing strategies.
· Strong understanding of branding, visual identity, and design principles, including layout, typography, and style consistency.
· Awareness of current digital design and social media trends, with the ability to apply them appropriately in an educational context.
· Knowledge of video editing techniques, file formats, and best practices for content optimisation.
· Understanding of accessibility considerations in communications and web content. 

Personal Attributes
· Creative and innovative thinker with a keen eye for design.
· Strong interpersonal skills and the ability to build relationships with stakeholders.
· Proactive and able to manage multiple projects simultaneously.
· Committed to maintaining the school’s positive public image.
· Adaptable and open to feedback, with a willingness to continuously improve and learn.

Other Requirements
· Commitment to the school’s mission and values.
· Willingness to undergo background checks and provide references.
· Ability to comply with all health and safety and safeguarding protocols within the school.

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies. In order to meet this responsibility, we follow a rigorous selection process which will include questions about safeguarding. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check. This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent English is an essential requirement for the role.

Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link.  
 
We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link. 
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