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Job Description 

Xaverian College is a Catholic Sixth Form College in which members of staff are committed to the Mission 
of the College and exemplify Gospel values in the care and support of all community members.  

Xaverian College is committed to providing a safe learning environment in which every community member 
can achieve their full potential, feels valued, safe and supported, and is free from all forms of harassment, 
discrimination and anti-social behaviour. We are a college that promotes and celebrates diversity and 
which practises equality of opportunity. 

Job Title 

Hours of work: 

Salary Scale: 

Reporting to: 

Marketing and Schools Liaison Manager 

Full time (1.00 FTE) 

Support Staff Scale (Points 21-26 £33,613 - £35,325) 

Vice Principal Curriculum 

Key Roles: • To ensure the effective promotion, public relations and marketing of
the College, its courses and other activities.

• To develop and manage the College’s marketing and schools liaison
strategy, to ensure strong recruitment for the College, as agreed with
Senior Leaders.

• To manage the marketing and schools liaison activities and events of
the College and ensure value-for-money within the set budget.

Summary & Overview 

• This role demands an ambitious and creative individual with the vision, determination and
ability to work with Xaverian staff to promote the College

• The Marketing and Schools Liaison Manager will manage an existing member of staff in
Marketing to develop and the marketing function across the College,

• The Marketing and Schools Liaison manager will also manage a member of staff covering
schools liaison and work closely alongside the Admissions Team and the Pastoral Team on
other aspects of schools liaison.

• They will possess excellent communication skills to help manage a whole college approach
to marketing.

Specific Duties and Responsibilities: 

• To lead and co-ordinate the production of the College prospectus and other associated
materials.

• To lead on the organisation of College events, such as Open Days and Taster Days.

• Manage the marketing budget and work with internal and external suppliers to ensure
quality and value-for-money in the creation and distribution of relevant marketing materials.

• Manage the College website and social media platforms, ensuring that all content is
regularly reviewed and updated, to maximise exposure and raise the profile of Xaverian
College in a competitive student market.

• Maintain the College brand and ensure its consistent use through all College materials and
communications.
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• Develop marketing campaigns using relevant media and technology (including the website 
and social media), in accordance with the Marketing strategy.   

 
• To report to SMT on the effectiveness of Marketing activities and campaigns, using 

available and appropriate data and analysis ensure to outcomes are met.  

• To act as the College PR representative, liaising with press and media as necessary, 
providing press releases and associated information as required.  

• Raise awareness of the College’s success stories and increase the College’s PR profile.  

• To co-ordinate within the team, and attend as required, School Events and Taster activities 
with schools, in collaboration with the Vice Principal and the Assistant Divisional Leads.  

• To oversee the creation of appropriate materials and stories to be shared with associated 
High Schools, eg. Student success/progression posters.  

• Lead organisation of internal and external College displays.  

• To liaise with staff working on cross-college activities, such as the High Achievers’ 
Programme, Oxbridge, Medics, to ensure progress and success is monitored and promoted 
appropriately.   

• To develop an Alumni network for former Xaverian students 
 
 
Mission and Ethos 
 

• To support the College’s Catholic mission by being an exemplary role model in demonstrating 
the College’s mission and values in all aspects of the role of Marketing Manager 

 
 
  

Miscellaneous: 
 

• To support effective safeguarding of all young people. 

• To promote inclusivity and widening participation by contributing to the achievement and 
implementation of the College's Equality and Diversity policy. 

• To undertake any additional responsibilities and duties, commensurate with the post, as 
requested by the Principal. 

 

 
This job description is an outline of the key tasks and responsibilities and is not intended as an 

exhaustive list. The job may change over time to reflect the changing needs of the College, as well as 

the personal development needs of the post holder. 

Reviewed by: AdP Date of last review: October 2021 

 


