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                                   MARKETING AND COMMUNICATIONS LEAD 

POSITION DETAILS
TITLE:				Marketing & Communications Lead 
CLASSIFICATION:		Victorian Catholic Education Multi Enterprise Agreement 2022 
Education Support Employee Category C Level 4 (7 weeks annual leave)
TIME FRACTION:		0.6 FTE (~23 HOURS PER WEEK)
DAY PER WEEK/HOURS:	Monday to Friday between the hours of 8:30am To 4:30pm (Flexible)
EMPLOYMENT TYPE:		Ongoing
LOCATION:			Onsite, West Melbourne 	
REPORTS TO:			Principal


POSITION PURPOSE
[bookmark: _Hlk72914682]The Marketing and Communications Lead is responsible for developing, implementing, and maintaining strategic marketing and communications initiatives that enhance the school’s profile, promote its values and achievements, and support enrolment growth. It involves creating content, managing digital platforms and supporting school events and activities. This role plays a key part in shaping the school’s public image through cohesive messaging, engaging content, and effective community engagement.
Reporting directly to the Principal, the Marketing and Communications Lead will work collaboratively with school leadership, staff, and the wider community to deliver a consistent and professional approach to all marketing and communication activities.

ACCOUNTABILITIES
· Model Simonds Catholic College core values in interactions with the wider community, families, students and staff.
· Abide by the school’s Code of Conduct and all expectations relating to child safety and protection.
· Ensure all marketing and communication outputs are high quality, accurate, consistent and compliant with school and MACS policies.
· Provide clear, respectful and timely communication to parents, staff, students and external stakeholders.
· Ensure adherence to Occupational Health and Safety guidelines relevant to the work environment.
· Maintain confidentiality, professionalism and appropriate use of school information at all times.

RESPONSIBILITIES & DUTIES

	Marketing & Strategy
· Develop, implement and evaluate the school’s annual Marketing and Communications Plan aligned with school priorities.
· Create and deliver a social media strategy that enhances engagement and promotes the school’s programs, achievements and culture.
· Develop innovative and targeted direct marketing activities that promote enquiries, strengthen reputation and support enrolment growth.
· Monitor key marketing performance metrics, including digital analytics, enquiry patterns, and campaign performance, and provide recommendations to the Principal and Executive Team.
· Identify opportunities to strengthen brand visibility, build community awareness and expand the school’s presence in the local area.
· Manage the annual Marketing and Communications budget responsibly and transparently.
Enrolment Growth
· Collaborate with the Principal and School Registrar to support strategies aimed at increasing student enrolments.
· Use demographic insights, enquiry data and parent feedback to help shape marketing decisions and refine the school’s value proposition.
· Assist in the development and delivery of marketing materials for school tours, visits, information sessions and promotional events.
· Maintain accurate records of marketing activities that support the enrolment pipeline and parent journey.

Community & Feeder School Engagement
· Build and maintain strong relationships with feeder primary schools, including coordination of outreach visits, presentations and promotional packs.
· Support community engagement initiatives by promoting the school at parish events, local festivals, business partnerships and community organisations.
· Work with staff to develop programs and activities that build visibility and trust within the local community.
Events & Publications
· Plan, coordinate and manage major promotional events including Open Day, information evenings and community showcases.
· Lead the production of the annual school magazine, overseeing content collection, design coordination and printing.
· Oversee the production and distribution of newsletters and other communication updates for families and the wider community.
· Support photography and videography requirements for events, ensuring student participation is appropriately authorised.
Branding & Promotion
· Manage the design, content and production of all promotional materials to ensure consistent branding, tone and messaging.
· Oversee the maintenance and accuracy of the school website and digital channels, ensuring content is current and meets accessibility expectations.
· Develop and manage relationships with external vendors such as designers, printers, digital specialists and photographers.
· Ensure all use of student images complies with consent requirements and privacy legislation.
Internal & External Communication
· Prepare professional and timely communication for parents, staff, community members and external audiences.
· Draft media releases, announcements and editorial content for local media and education publications.
· Support staff with guidance on branding, tone, templates and appropriate communication standards.
· Assist the Principal with issues management communication in collaboration with MACS Media where required.
General
· Actively participate in professional learning to strengthen marketing and communication skills.
· Participate in the Performance and Development process.
· Ensure work practices meet privacy, confidentiality and workplace safety requirements.
· Undertake other duties as directed by the Principal or Executive Team, commensurate with the role.
.




KEY SELECTION CRITERIA
· Demonstrated experience in developing and executing marketing plans and communication strategies.
· Proven ability to manage social media platforms in a strategic and systematic way.
· Strong experience creating high-quality written, visual and digital marketing content.
· Excellent writing, editing and proofreading abilities, with strong attention to detail.
· Ability to work independently and as part of a team, demonstrating initiative, creativity and collaboration.
· Strong organisational and time management skills, with the ability to manage multiple projects and timelines.
· Proven ability to engage effectively with families, students and community stakeholders.

QUALIFICATIONS & EXPERIENCE
· Tertiary qualifications in Marketing, Communications, Public Relations or a related field.
· Experience in marketing, communications or digital content creation relevant to the position.
· Proficiency in digital tools and platforms (e.g. Canva, Adobe Suite, website CMS, Mailchimp, social media management tools, Meta, Google Display Network).
· Experience in event coordination and publication production.
· Experience in education or not-for-profit environments (desirable).

PERSONAL ATTRIBUTES
Creative, strategic and detail-oriented, with strong design awareness.
Collaborative, approachable and capable of building positive relationships with staff, students, families and external partners.
A genuine interest in education and commitment to the values and ethos of the school.
Professional, reliable and able to maintain confidentiality.

As this is a non-academic appointment the successful candidate must have proof of eligibility to work in Australia, a current Working with Children Check and Police Check.

The purpose of the position description is to provide an overview of the major tasks and responsibilities of the position. It is not intended to represent the entirety of the position. The incumbent may be requested to perform other tasks, not specifically stated. The position description may be modified in consultation with the incumbent from time to time, depending on the operational needs and requirements of the College.

Applicants should have a commitment to boys’ education, the values and ethos of Catholic Education and to the safety, wellbeing and protection of all children in our care.  A current Working with Children Check is essential.

CHILD PROTECTION 
Applicants should have a strong commitment to boys' education and the values and ethos of Catholic education, including providing a safe environment for our students. Our College Community is committed to the protection, wellbeing and inclusion of all the children in our care.


Signed & Dated

________________________
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