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Head of Marketing Job Description 
 
Overview 
Kilgraston School is an independent boarding & day school for girls from 5-18, based in Bridge of 
Earn, Perthshire, Scotland. Set in 56 acres it has extensive grounds and facilities, including swimming 
pool, all weather tennis courts and an equestrian centre.  
 
Kilgraston is a Roman Catholic School accepting pupils of all faiths. As a member of the Sacred Heart 
worldwide network, at the heart of the Kilgraston ethos is its focus on the concept of the whole 
person, through the five Sacred Heart goals: a living faith, personal growth, intellectual values, 
building community, and active social awareness. 
 
The school was placed by the Telegraph in 2017 as the UK’s leading small independent school, has 

approximately 260 pupils and has a desire to further enhance its existing facilities and to grow its 
pupil numbers. 
 
Job Description 
Reporting to the Headmistress and working closely with the Director of Communications and Head of 
Admissions, the Head of Marketing is responsible for all day-to-day marketing activity for Kilgraston. 
You will play a pivotal role in developing the reputation and profile of the school. 
 
The role will focus primarily on the external marketing of the school, both to our national and 
international audiences and also providing marketing support for internal events and activities. 
 
The role requires an individual who is able to work closely with the Senior Leadership Team (SLT) and 
liaise regularly with all departments within the school.  
 
Any applicant should be an experienced and driven marketing professional with knowledge of 
branding, online marketing (website and social media), PR, advertising and event management. The 
ability to manage a number of projects to a deadline and within budget is essential. High order 
communication skills, attention to detail, strong interpersonal skills, organisational skills and strong 
computer literacy are also necessary. 
 
This is an exciting opportunity for either an experienced person, or someone ready to take on greater 
responsibility for marketing, to play a significant role in continuing to drive the success of Kilgraston 
School. It will appeal to those seeking a “hands on” position which makes a strong and positive 
contribution to school life and who embrace the Sacred Heart ethos of the education we provide. 
 
Management 

 Contribute to the Marketing Strategy set by the SLT. 

 Implement the appropriate recommendations of the marketing strategy. 

 Prepare the Marketing Improvement Plan. 

 Assist with preparation for the Marketing Committee meetings. 

 Manage the marketing budget and ensure activities and publications are delivered as agreed. 
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External Media 

 Prepare an annual promotional plan aligned to the school’s marketing strategy. 

 Pro-actively identify and create media opportunities locally and nationally, and liaise with the 
media as appropriate to secure coverage. 

 Ensure that Kilgraston is appropriately advertised, including the design and supply of artwork 
and photography. 

 Maintain the media archive, to include annual media coverage and copies of press releases 
and editorial. 

 
Events 

 Co-ordinate Open Events.  

 Assist with school events, specifically with publicity and photography. Arrange and attend 
external events such as County Fairs.  

 Develop and promote a programme of feeder school events.  
 

Online Marketing 

 Monitor and manage the school’s website ensuring that it is kept up to date.  

 Liaise and communicate with staff and pupils to increase awareness of the school’s media 
platforms. Develop and implement a social media strategy across all platforms.  

 Monitor and update copy/images for on-line directories. Create accurate and engaging copy 
from a range of sources for use on the website, social media and the Press. 

 
Internal Marketing 

 Ensure awareness throughout all staff about the importance of marketing and the focused 
promotion of the school at all points. 

 
Publications 

 Proactively plan, edit and write content for a variety of internal and external publications. 

 Ensure consistency of the school’s brand on all materials. 

 Oversee the design and production of all major publications. Design and print, externally as 
required, publications including programmes for major events, marketing leaflets and flyers 
etc. 

 
Marketing Resources 

 Recommend, source and purchase suitable promotional items. 

 Ensure that the Reception areas, Junior School, swimming pool, pavilion and meeting rooms 
are kept updated with suitable marketing material. 

 Monitor and update signage around the school campus. 

 Manage the school’s photo/video library.  
 

Other 

 Monitor and evaluate the effectiveness of all school marketing activities. 

 Be the guardian of the school brand and ensure consistency across all media including print, 
off-line and digital channels. 

 Develop a working knowledge of the admissions function to ensure a smooth working 
relationship between the two functions. 

 Maintain constructive, professional relationships with colleagues within the office, across the 
school, and with external contacts to ensure delivery of key marketing objectives. 
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Experience  

 Marketing management experience in a busy and varied role. 

 Proven track record of delivering multiple projects to agreed timelines and budgets. 

 Previous experience gained within an educational environment is desirable. 
 
Personal Skills 

 High level of accuracy and attention to detail. 

 Excellent written (including copywriting) and verbal communications skills. 

 Diplomatic and tactful with the ability to identify and respect confidentiality. 

 Excellent organisational and administrative skills. 

 Strong interpersonal skills with the confidence to build rapport. 

 Appropriate level of professional, personal presentation. 

 Ability to multi-task, prioritise and work calmly under pressure. 

 Flexible approach to working hours which may include some travel. 

 Willing to work occasionally outside of office hours for Open Days and other school events 
occurring at weekends. 

 
Specialist Knowledge 
An applicant should have: 
 

 Excellent IT skills including a working knowledge of Microsoft Office, Adobe Indesign, Apple 
Mac 

 Use/knowledge of content management systems and databases. 

 Data analysis and reporting. 

 
 


