
St Margaret’s and Berwick Grammar School 
 

Position Description 
  

Title: Director of Marketing and Communications   

Employment Type:  1.0 EFT (Permanent Full-Time)  

Reports to: Chief Executive Officer/Principal 

Direct Reports:  Three direct reports 

Employee Allowances:  Travel allowances are available  

Personal Leave:  15 days a year  

Annual Leave: Minimum  20 days a year  

  
 
St Margaret's and Berwick Grammar School 
At St Margaret's and Berwick Grammar School, our vision inspires us to strive to be the best self, now and in the future, 
for the betterment of all humanity and the planet. Our mission is to develop good people in an intellectually rich, 
supportive and challenging environment.  We action this through the values of: 
COURAGE to do the right thing, CURIOSITY to know and learn, CHARACTER to be one’s true self and RESPECT to live 
wisely and compassionately with others and the planet 
 
Position Summary 
The Director of Marketing and Communications is responsible for developing and delivering key stakeholder 
communication and marketing strategies and initiatives. Reporting to the Principal/CEO, the successful candidate will 
play a key role in the senior leadership team and will be a member of the Senior Executive. This role will contribute 
significantly to the growth, reputation and recognition of St Margaret's and Berwick Grammar School as a leader in 
education. 
 
Responsibilities and Accountabilities  
Duties will include (but are not limited to): 
 
Marketing 

 Lead the development of the marketing plan, with a particular focus on building national and international 
enrolments, aligned with the schools’ Strategic Plan.  

 Review the schools’ brand proposition to enable production of contemporary, accurate and appropriate 
marketing collateral.   

 Develop and implement comprehensive marketing strategies for current and new programs and activities 
nationally and internationally.  

 Using marketing intelligence and insights, identify target markets and demographics (including influencers and 
advocates) to focus on. Manage a student and prospective student mapping process. 

 Analyse and evaluate the effectiveness of existing marketing programs and initiatives, and proactively identify 
techniques to improve performance. 

 
Communications 

 Prepare and deliver high quality stakeholder communications including print, electronic and social media. 
 Develop and manage a pro-active public relations/media program to optimise the schools’ image with key 

stakeholders, including prospective students and their parents, the community and the education sector. This 
will include oversight of crisis and critical incident communications. 

 Manage the schools’ website and social accounts, ensuring the provision of timely, accurate and relevant 
information to key stakeholder groups (including the publication of Quality Indicators).  

 Prepare key presentations and reports including Annual Reports, grant applications, and tender submissions.  



 Oversee the organisation and delivery of public events, for example, open days, information nights, and 
concerts. 

 
Senior Leadership 

 Keep the schools’ board informed of marketing and communicating strategies and outcomes, by producing 
meeting papers and presenting to Board meetings.  

 Contribute to strategy and business planning and risk management processes. 
 Support the Principal/Executive Officer in developing and managing strategic partnerships and relationships 

with governments, schools, industry and the broader community.  
 Provide ongoing development, leadership, guidance, coaching and performance management for direct reports, 

and mentor the broader staff body in the delivery of stakeholder engagement activities.  
 Oversee the marketing and communications budget. 
 Manage relationships with external agencies and suppliers in relation to the delivery of marketing and 

communications activities.  
Any other duties as directed by the Principal/CEO, and commensurate with the scope and classification of the position.  
 
Key Selection Criteria  

1. A tertiary qualification in a relevant discipline or significant industry experience in marketing, communications or 
public relations.  

2. A well-developed understanding of the education sector, with a particular focus on the private education sector 
would be considered desirable. 

3. Demonstrated experience in developing and implementing comprehensive marketing and communications 
strategies. 

4. Excellent written and verbal communication skills, with the ability to draft content to suit a wide range of 
audiences.  

5. Demonstrated experience in the preparation and delivery of marketing collateral, and other types of print, 
electronic, and social media, as well as proven capacity in PR and media relations.  

6. Strong interpersonal skills with the ability to interact and establish professional strategic relationships with 
internal and external stakeholders.  

7. Excellent leadership, organisational and time management skills with the ability to multi-task and effectively 
prioritise competing demands. 

 
Personal characteristics  

 Enthusiastic, dynamic, self-motivated and proactive person.  
 Highly professional and articulate with excellent interpersonal skills.  
 Excellent attention to detail and commitment to high quality outcomes.  
 Strong ability to manage multiple priorities and projects.  
 Proven ability to work independently and within a team environment.  
 Strong personal values and commitment to working in the education sector. 

 
Other relevant information 

 The role will primarily be based at the St Margaret’s campus in Berwick. 
 The successful candidate must have the right to work in Australia. 
 A current ‘Working With Children’ and national criminal history check will be required. 
 This is a full-time position, however, flexible working arrangements can be negotiated. 
 Occasional weekend and evening work is an expectation of this role. 
 We support gender diversity and diversity of thought across our organisation. We promote and support an 

inclusive, flexible and collaborative culture that respects the differences of our diverse workforce. 
 
To apply 
Applicants should briefly address the key selection criteria in their cover letter, in addition to submitting their resume. 
Applications should be submitted to Anna-Maree Beech at employment@stmargarets.vic.edu.au. The closing date for 
submissions is COB Friday 29 March. 
 
Shortlisted candidates may be required to complete a short writing exercise to demonstrate their technical skills. 
 


