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Position 
 

Communications Manager 

Location 
 

Flexible across the Family of Schools 

Reporting To 
 

Cara Ventham, Deputy Principal 

Hours 
 

Full time or Part time (all year around) 

Contract Type 
 

Permanent 

Salary 
 

Competitive 

Start Date 
 

ASAP 

Jack and Jill Family of Schools 
 
The Jack & Jill Family of Schools is a group of schools that has been providing education for children 
since 1951. It is now one of the few remaining family-run educational establishments in the UK. 
 
All Jack and Jill schools focus on achieving high standards in both behaviour and performance within 
the close supportive ‘family’ environment and through a broad academic curriculum. Emphasis is 
placed upon acceleration in literacy and numeracy, as well as development of effective working 
practices, diligence, and the sheer joy of learning – a ‘tradition of excellence’ established over many 
decades. 
 
The Family of Schools is comprised of three schools: 
• Jack & Jill Nursery and Reception (Twickenham) 
• Nightingale House Pre-Preparatory School (Hampton) 
• Clarence House Preparatory School (Hampton Hill) 
 
The Jack & Jill Family of Schools is inspected as one body. The Family of Schools was judged 
‘outstanding’ by Ofsted in January 2020.  
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Safeguarding 
 

The Jack & Jill Family of Schools is committed to safeguarding and promoting the welfare of all 
stakeholders. To meet this responsibility, we follow a rigorous selection process. All successful 
candidates will be subject to an enhanced Disclosure and Barring Service check. 
 
 

Structure Chart 
 

Principal  
!  

Deputy Principal 
! 

Communications Manager 
 

 
 

Purpose of Role 
 

The Jack & Jill Family of Schools are justifiably proud of their reputation and offer a fantastic 
learning environment and exciting curricula for children aged 2-11. This role is responsible for all 
communication to stakeholders. 
 

 

Job Content 
This job description may be amended at any time following discussion between the line manager 

and the member of staff to meet the requirements of the Family of Schools 
 
Strategic Planning 
To develop communications plans for the Family of Schools. The role involves regular liaison with 
the Strategic Leadership Team to ensure the plans are aligned across the 3 schools.  
 
Develop new and innovative ways of using different media for communication that will enhance the 
profile of the School and ensure key stakeholders are receiving the information they need in good 
time. 
 
Communication 
Manage all communication between all key stakeholders, ensuring all released in good time and 
appropriate to the audience, including: 

• Writing accurate copy for communication such as parent and staff updates 

• Proofread and edit school documentation 

• Writing content for recurring publications such as the School Magazine and Prospectus 

• Information booklets, posters and user manuals 

• Editorials 

• Supporting the HR Manager with the design of job descriptions and job adverts 
 
Ensure that the School brand is promoted, advertised and is consistent across all communication 
channels and across the Family of Schools, including all signage. 
 
Projects 
To organise and manage specific communications campaigns from conception through to 
completion. Publicise the events calendar. 
 
Document Management and Compliance 
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Ensure all School documentation is reviewed and updated to agreed deadlines (including school 
policies). Work with the School’s lawyers to ensure that contracts and terms and conditions are up 
to date, ensuring consistency across the Family of Schools.  
 
Working with others 

Maintain positive relationships with all stakeholders including parents and staff.  

 

Budget management 

To work within a pre-determined communication budget and monitor expenditure appropriately. 

 

Safeguarding 
The job holder has due regard for safeguarding and promoting the welfare of the children and will 
be required to follow the child protection procedures outlined in the schools’ safeguarding policy. 
 
Other duties 
Other duties at an appropriate level may be required.  Whilst every effort has been made to explain 
the main duties and responsibilities of the role, there may be other duties to ensure the success of 
the School. 
 

What we can offer 
This is a wonderful opportunity for an enthusiastic and highly organised individual to use their 
excellent copywriting and proof-reading skills in a family of outstanding schools. 
 
The role could be done part time so will suit someone who would like the right work/life balance; 
however candidates need to be flexible to meet specific deadlines.  
 

Person Specification 
 

 
The criteria below will be assessed by the application form (A), task (T), interview (I).  
 
The task will include an assessment of your written English and communication style. 
Attributes  
Qualifications • Degree level or equivalent and evidence of up-to-date CPD. 

 

Experience • At least two years’ experience in communications 

• Copywriting and preparing copy 

• Project management experience 

• Educational background desired but not compulsory 

• Journalist background useful 
 

Other skills, qualities 
and attributes 

• Excellent oral and written communication skills and good listening 
skills.  Ability to communicate in an enthusiastic and motivated 
manner. 

• Highly organised with ability to multitask and remain calm under 
pressure 

• Ability to identify work priorities and meet deadlines 

• Highly proficient IT skills including Office 365 (including SWAY). 

• Great attention to detail essential 

• Approachable with ability to establish positive relationships with all 
stakeholders 

• Ability to develop efficient and accurate record keeping and records 

• Ability to maintain confidentiality on all school matters 
 

Behaviour • Demonstrates high standards of personal integrity, loyalty, 
discretion, and professionalism. 
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• A calm, patient, and reassuring manner. 
 

Safeguarding • Commitment to safeguarding and welfare of all stakeholders. 
 
 

  

Application Process 
 
To apply for the post, please complete an application form on the School’s website and return to 
HR: hr@jackandjillschool.org.uk 
 
 
CLOSING DATE:  5 October 2021 

Interviews will take place during week commencing 11 October 2021 
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