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             Job Description 
             Communications Officer


	Job Title:
Communications Officer
	Department: Education 


	Division/Section:
Little Ilford School
	Job Number: 

	Grade: Scale 5
Hours: 36           Weeks: Term Time + 1
	Date last updated: June 2025




	EQUALITY AND DIVERSITY

	
We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  




Person Reports to: 
Headteacher’s PA

Purpose:
To provide a range of high quality administrative support to the Senior Leadership Team ensuring effective planning, delivery and monitoring of key processes across the school as directed by theHeadteacher’s PA.
To build and maintain effective working relationships with external institutions, networks and community partners, supporting student opportunities.
Coordinate whole school events in collaboration with the Headteacher’s PA, Senior Leadership Team (SLT), Curriculum Team Leaders (CTLs) and other key staff.

Key Responsibilities
This list is intended to outline the key duties of the role and is not exhaustive. The postholder will be expected to undertake other reasonable duties as required.

[bookmark: _heading=h.y7vgby1kkda]Website Management and Communication 
· Regularly update and maintain the school website, ensuring information is accurate, clear, and professionally presented.
· Ensure full compliance with national legal requirements related to school websites.
· Drive the continuous improvement of the site to reflect the school’s priorities and enhance stakeholder engagement.
· Organise event photography and manage permissions for the use of student images.
· Approve and oversee the publication of high quality parental communications, ensuring tone and format are appropriate and aligned with school standards.
· Monitor and update the school’s social media platforms ensuring content is relevant and uploaded in a timely manner.
· Maintain and regularly update critical school documentation, including the Staff Handbook, ensuring accessibility and compliance with policy.
· Maintain the external digital screen to ensure information is up to date and relevant.  

Community and Partnership Engagement
· Build and maintain effective working relationships with local schools, community groups and service providers to promote Little Ilford School.  
· Develop partnerships with industry specialists, further education and higher education institutions and other external organisations to enrich the curriculum and raise the school’s profile.  
· To work with the Jack Petchey Foundation to promote the achievement award scheme.

Strategic Administrative Support
· Work closely with the Headteacher’s PA to ensure the efficient flow of information and documentation across the leadership team.
· To act as the primary administrative lead for the weekly SLT Diary meeting and to record future dates of trips, meetings, courses and events, updating details onto the global school calendar and website. 
· Lead the administration of CPD processes including requests, monitoring participation and analysing evaluation data.
· Prepare and format all school policies and official documents to ensure they adhere to house style and branding requirements, maintaining consistency and professionalism.
· Produce data reports and summaries for SLT leads including termly governor reports using a high level of accuracy and attention to detail.
· Oversee the monitoring of appraisal records across all staff levels; identify and escalate missing data and ensure timely completion of final reviews.  

Event Coordination 
· Plan and deliver whole school events in collaboration with SLT, CTLs, PALs and other stakeholders.
· Develop and implement communication strategies for key events and initiatives to ensure broad and effective stakeholder engagement.
· Coordinate pre and post event publicity with relevant staff ensuring the school’s social media is up to date.

Additional Duties
· Ensure all work is undertaken in accordance with the school’s safeguarding policies and procedures, promoting the welfare of children and young people. 
· Carry out any other duties commensurate with the role, as directed by the Headteacher’s PA.
Safeguarding
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies
· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
· Promote the safeguarding of all pupils in the school








Person specification

	CRITERIA
	REQUIREMENT
	METHOD OF ASSESSMENT
	ESSENTIAL / DESIRABLE

	Qualifications, Education and Training
	Educated to A level or equivalent experience.
	Application form / interview / certificate
	E

	Experience
	Experience in marketing, media and communications
	Application  form / interview
	D

	
	Successful experience in creating, leading, completing and sustaining projects and systems with measurable outcomes
	Application form / interview
	D

	
	Experience in and/or a commitment to working with young people and the wider community
	Application form / interview
	D

	Skills and Abilities
	Ability to manage workload effectively and meet challenging deadlines
	Application form / interview / reference
	E

	
	Computer literate – MS Office, Google suite
etc.
	Application form / interview / reference
	E

	Personal style and behavior
	Must be willing to work flexibly, with a problem solving approach – according to the needs of the school
	Application form / interview
	E

	
	Must be able to use initiative, be decisive and able to communicate with confidence
	Application form / interview
	E

	
	Commitment to safeguarding and equality  
	Application form / interview
	E

	
	Commitment to maintaining confidentiality at all times 
	Application form / interview
	E

	
	Commitment to school and LA Equal Opportunities Policy & Practice  
	Application form / interview
	E

	
	Excellent attendance and punctuality  
	Application form / reference
	E
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