
OLD CAMPBELLIAN SOCIETY MANAGER
Salary Range: £35K - £41K full-time, one-year fixed term contract (dependent on experience)

THE ROLE
Campbell College and the Old Campbellian Society (OCS) is seeking to appoint an Old Campbellian Society Manager, reporting to the College Development Director and Old Campbellian Society Council, with oversight from the Head of Marketing and Communications.  
This position will be the primary contact for all engagement between Old Campbellians, The Society and The College. 
The OCS Manager will play a key role developing a robust and dynamic relationship between The Old Campbell Society, Old Campbellians and The College. 
This role will be primarily focused upon the following key tasks: 
· Develop the Old Campbellian network locally and globally
· Build greater engagement between Old Campbellians, The Old Campbellian Society and Campbell College.
· Collaborate with the College’s Marketing and Communications team to communicate key messages and activities across the most appropriate channels to support the overall engagement and recruitment strategy.
· Organise and attend key events aimed at increasing the OC network numbers and developing greater engagement between Old Campbellians and the College, in line with the agreed Old Campbellian Society Events and Activities Strategy.
· Promote the benefits of closer integration between Old Campbellians, The Old Campbellian Society and The College.
· Support strategic initiatives aimed at enhancing participation and support for the College, in line with the objective of the Old Campbellian Society and College Development Director.

KEY RESPONSIBILITIES

· Close collaboration with The Old Campbellian Society Council.
· Develop and implement an Old Campbellian Engagement Strategy, in conjunction with Old Campbellian Society Council and the College Development Director to engage new and existing Old Campbellian members.
· Provide support to formulate and execute an annual plan aimed at strengthening relationships between The Old Campbellian Society, Old Campbellians and The College.
· Design and manage programmes, in collaboration with The Old Campbellian Society Council and The College Development Director, that maintain and foster enhanced involvement by Old Campbellians with the intention of creating lifelong connections to The College.
· Attend OC Council meetings throughout the year.
· Work in collaboration with Office Bearers to manage the ongoing activities of the Society.
· Provide monthly updates in terms of on-going progress.
· Maintain an effective database of Old Campbellians for the Society to be shared with the College.
· Maintain the OC Shop, executing orders and updating stock.


THE COLLEGE

Campbell College is one of Northern Ireland’s leading grammar schools.  It was founded in 1894 and is an inter-denominational Voluntary ‘B’ Grammar School for day-boys and boarders, with heritage buildings and superb grounds extending to almost 100 acres.
There are approximately 960 pupils aged 11–18 in Senior School, with a further 200 boys in the Preparatory Department.
The Boarding Department is integrated within Senior School, and has some 150 full-time boarders, coming from a diverse range of countries across the world and is fundamental, not only to the character of the College, but also to its finances.
The prime source of funding for the Senior School is the Education Authority (EANI), which grant aids the College in accordance with its Common Formula Funding arrangements.  The College also levies a compulsory capital fee.
An additional tuition fee is charged for the Preparatory Department.
Further information about the College can be found on our website www.campbellcollege.co.uk  

THE OLD CAMPBELLIAN SOCIETY
The Society was founded in 1902 and they adopted the terminology of Old Campbellians, or OCs, to be used for those who had attended the College.  It provides the conduit of connection between the College and OCs.
OCs are located throughout the world and events have been held in Dublin, London, USA, Australia, Hong Kong and beyond.  Traditional events include the Business Lunch, OC Ball and Annual Dinner. 
The Society exists to maintain and develop the connection between OCs and the College and to provide assistance and support to the College and to current Campbellians. 

APPLICATION

Please complete the attached Application Form and Monitoring Return ensuring you have supplied evidence of your qualifications, experience and skills relating to the criteria for the post.
You should return the completed form by email or post to Mrs Debbie Rae, Bursar’s secretary, drae429@c2kni.net by 12 noon on Friday 7 August 2026.

PRE-EMPLOYMENT VETTING

All persons taking-up employment with the College are first required to undergo an Enhanced Disclosure Check through Access NI and possibly a barred list check, depending on the role.    
It is an offence for anyone to who is barred from working with children and vulnerable adults to apply for a role in a regulated activity within the College.
[image: ]

JOB DESCRIPTION

Title:		Old Campbellian Society Manager
Department:	Development Office
Responsible to:	Development Director

Database Management
· Oversee and maintain the Old Campbellian database, to ensure the accuracy of records held.
· Analyse data to identify trends, measure participation, and inform strategic engagement efforts.
· Seek to promote enhanced sign-up and engagement with the database, to broaden the pool of engaged OCs.
· Develop a regular engagement and recruitment plan with current Campellians before they leave the College, which captures data and builds the OC network.

Event Planning & Management 
· Plan and deliver Old Campbellian events, including reunions, social gatherings and networking sessions, in conjunction with the College, which align with the requirements of the Old Campbellian Society Events & Activities Strategy and support the objectives of the wider College.
· Responsible for the logistics and liaison with departments within the College, and engagement with Old Campbellian volunteers to ensure successful event execution.
· Provide post-event reports evaluating success in terms of attendees, financial outlay and funds raised.
· Agree in advance where any funds raised would be allocated eg OC funds or College fundraising initiatives 

Communications & Outreach 
· Develop regular newsletters, social media content, and other communications, in conjunction with the OC Council and approved bythe Head of Marketing and Communications, to keep Old Campbellians informed and connected with both The Society and The College.
· Maintain and update the Old Campbellian website, as required.
· Manage Old Campbellian content on the website.
· Source advertisers and manage advertising space within the website, for events, and the magazine, in collaboration with the Development Director and the OC Council, with approval from the Head of Marketing and Communications.
Fundraising & Philanthropy Support 
· Provide support to the Development Office to identify and engage potential donors locally and globally, in support of Old Campbellian and College fundraising campaigns.
· Assist with planning and delivery of initiatives targeted at the Old Campbellian Community which are of wider benefit to the College and its Community.
The Old Campbellian Society Shop 
· Provide a point of contact for those wishing to engage with the Shop (including online) and undertake to manage and organise the efficient delivery of purchases.
· Manage stock levels, as required.
Networking & Mentorship Programmes 
· Facilitate Old Campbellian mentorship programmes and professional panels to support current students and recent Old Campbellians, in close collaboration with the College.
· Co-ordinate career-focused events to build relationships between The Society, Old Campbellians and current Campbellians.
Collaboration & Liaison Duties 
· As the point of contact for the Old Campbellian Society, seek to promote collaboration between Old Campbellians, Campbellians and The College.
· Promote engagement between The Society and The College to seek alignment with the College’s strategic objectives.
 
Person Specification
Essential:
· Educated to degree level or equivalent.
· High standard of oral and written communication skills.
· Experience of working with relational databases.
· Experience of social media communication and creative design in a professional, or equivalent voluntary environment.
· Excellent time management.
· Flexible, adaptable and pro-active approach to work and time management
· Team player with strong work ethic.
· IT literate, with high level of expertise in Microsoft Word, Excel, email, databases and other packages (querying/ exporting and analysing data).
· Ability to work under pressure in a busy office environment while maintaining a calm and friendly manner.
· Methodical and careful working practices with meticulous attention to detail including accurate data entry skills.
· Ability to handle confidential material with tact and discretion.
· Excellent written and verbal communication skills and high standards of personal work presentation required to deal effectively with people at all levels.
Desirable:
· Experience of working in a relevant environment (education, communications, marketing charitable sector, fundraising, events manager).
· Working knowledge of GDPR and PECR.

Hours of work: 	36.25 hours per week /Annualised hours based in the Old Campbellian Society office in Campbell College. 
                               (Some evening and weekend work expected for events)

Holidays:              38 days per year

Remuneration: 	The salary range for this position is £35K to £41K

Other: 	This job description is intended to provide a broad outline of responsibilities and is not intended to be exhaustive.  It is subject to ongoing review and refinement to ensure that the College is able to meet evolving needs.  You should demonstrate on your application form how you meet these criteria.  The College reserves the right to enhance its criteria to facilitate the selection process.
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APPLICATION FORM
	 



Notes:
Job Title:       Old Campbellian Society
Manager
	      
Closing date:  Friday 7 August 2026 at 12 noon

· Canvassing will disqualify
· Only applications containing all the information
which has been sought will be considered
· Non-completion of the Equal Opportunities Monitoring
Information may result in rejection of your application
· Applications received after the closing date and time
will not be considered
· Complete online or in black/blue ink



For administrative purposes please indicate any planned holiday arrangements          From                       To 
Please note we are under no obligation to take account


 of your holiday arrangements


Surname:            ___________________________       Title (Mr, Mrs, Miss, Ms, other): _______________


First Names:       ______________________________        Previous Surname:   ___________________________

                                                                                                                                                                                                        
Address:            _______________________________________________________________________


                          _______________________________________________________________________


Postcode:          _________________________


Contact Tel No: __________________________         Mobile No:         __________________________


	



Email Address:  
            

Nationality           
       
	


	EC

	




	


   	Non EC        If Non EC please specify 

Please name two referees (not relatives) at least one of whom should have knowledge of your present work in a supervisory/ managerial capacity. 
(Please note we will always seek a reference from your last employer)



Title (Mr, Mrs, Miss, Ms, Dr):   _______________                  Title (Mr, Mrs, Miss, Ms, Dr):   _______________  


Name:           _______________________________                  Name:            _____________________________


Occupation:  _______________________________                 Occupation:   _____________________________



Relationship:  ______________________________                  Relationship:  _____________________________



Address:       _____________________________                     Address:         _____________________________



                    ______________________________                                           _____________________________



Postcode:   ______________________________                    Postcode:        ______________________________




Phone No:   ______________________________                    Phone No:       _____________________________




Can we contact this referee prior to interview?                         Can we contact this referee prior to interview?


Yes   ______     No  _______                                                           Yes  _______    No ______                                    
   
                                                                                      


Education – GCSE, BTEC, A-Level, NVQ, Secretarial or Equivalent

	GCSE (s)/
BTEC (s)/
AS/A’ Level(s)
	Subject
	Grade

	
	
	



Further Education:

	Degree/
Diploma/
Certificate
	Result 
	Date 

	















	
	



Professional Qualifications

	Name of Professional Body
	Level
	Date
	Enrolment No / Membership No

	








	
	
	



Employment History – Present post

Employer Name       ____________________________           Period of Notice _____________________

Employer Address  _____________________________                      Salary  ______________________   

                                 ____________________________________________________________________

                                 ____________________________                 Start Date    _____________________

                                Postcode: ____________________

Job Title                  _____________________________


	Duties of Present Post






















Reason for Leaving













Employment History - Previous Posts

Please list all your previous posts beginning with the most recent including periods out of employment & any training (continue on a separate sheet if necessary).

	Name of Employer
	Address
	Period of employment
From (mm/yy)
To (mm/yy)
	Position/ Grade and duties

	




	
	
	

	




	
	
	

	




	
	
	

	




	
	
	



Additional Information

	Please provide any other information supporting your application, including how you meet the essential criteria and any of the desired criteria, specified for this post.

	





Additional Information cont’d




























Convictions / Offences
Under the Rehabilitation of offenders (Exceptions) Order Northern Ireland, Campbell College as a place of education is included in the list of excepted employers.  As such, all criminal convictions may never be regarded as spent and must be disclosed when applying for a post in the School.  It is necessary therefore to ask the following questions:
Have you ever been convicted of any criminal offence?     		Yes    ⁮     No	⁮   
Are you currently the subject of any police investigation       	Yes   ⁮      No	⁮
or do you have any prosecutions pending?
List below details of ALL charges, prosecutions, convictions, cautions, bind-over orders - even if they happened some time ago.  You must include any minor matters, any road offences and any pending.

	








Please note that disclosure of a conviction does not necessarily debar any applicant from obtaining employment.

DISABILITY
Do you consider yourself to have a disability or health condition?




Yes		No		Prefer not to say		

What is the effect or impact of your disability or health condition on your work?  Please write in here noting any amendments you require to let you undertake this role.














The information in this form is for monitoring purposes and to facilities and discussions on required amendments to the role only.  If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.

Personal Declaration
I declare that all the foregoing statements are true, complete and accurate.
1. I understand that if I give wrong information or omit important information I could be dismissed subsequent to having taken-up employment with the College.
2. I understand that I must have had satisfactory references and Access NI checks for any offer of employment.
3. I understand that I may be required to show some formal identification and evidence of qualifications.
4. I agree to the College making any necessary enquiries during the recruitment and selection process.
5. I understand that any canvassing will disqualify me from the selection process for this position.


Your signature _____________________________________       Date _____________________

CLOSING DATE: Friday 7 August 2026 at 12 noon

Please return to: Mrs Debbie Rae, Bursar’s Secretary, Campbell College, Belmont Road, Belfast, BT4 2ND or via email to: drae429@c2kni.net
Please ensure a monitoring questionnaire is submitted with the application


All information supplied by you on this application form is held by the College in accordance with EU and UK data protection legislation.  The information is used for the selection and appointment of the post for which you have applied.  Information relating to the successful applicant is transferred to the applicants own personnel file retained in the College.  Information for all unsuccessful applicants will be held for six months after completion of the selection process and then securely destroyed.
Our staff privacy notice details the collection, use and storing of data and may be found at www.campbellcollege.co.uk


Late applications will not be accepted
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We are an Equal Opportunities employer.  We do not discriminate on grounds of religious belief or political opinion.  We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our employees, as required by the Fair Employment and Treatment (NI) Order 1998.

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either Catholic or Protestant.  We are therefore asking you to indicate your community background by ticking the appropriate box below.


	I am a member of the Protestant community

	I am a member of the Roman Catholic community

	I am neither a member of the Protestant, nor
	Roman Catholic community

	





	What is your sex?    	Female	      Male		Prefer not to say 

	Is the gender your identify with the same as your sex registered at birth?



	Yes			No			Prefer not to say		


If you do not complete this questionnaire, we are encouraged to use the ‘residuary’
method which means that we can make a determination on the basis of personal information on file/ application form.


Note: 	It is a criminal offence under the legislation for a person to ‘give false information in connection with the preparation of the monitoring return’.  This information will be treated in the strictest of confidence and protected from misuse.  It will be used solely for the purpose of monitoring our Equal Opportunity employment policy.
Child Protection
Campbell College treats its responsibility to protect its pupils with the utmost seriousness, by preventing unsuitable people from working with them in paid or voluntary positions.  Posts involving work with children and young people in educational institutions are subject to the provisions of the Safeguarding Vulnerable Groups (NI) Order 2007.
The process whereby applicants are vetted for employment is set out by AccessNI as an Enhanced Disclosure; see www.nidirect.gov.uk/accessni  Hence, applicants should be aware that any offer of employment will only be confirmed when the Bursar/ Headmaster has: 
1. received two written satisfactory references, one of which must be from the most recent employer;
1. verified proof of identity as specified by AccessNI;
1. received an Enhanced Disclosure Certificate from AccessNI confirming the eligibility of the applicant to work in the School;
1. viewed originals of qualifications recorded on the application form.
AccessNI regulations do not allow for individuals to apply directly to AccessNI for an Enhanced Disclosure Certificate therefore the application will be made through Campbell College.

Process
Applicants called for interview will be required to bring with them:
1. photographic proof of identity.
When an offer of employment is made, the preferred applicant will be required to:
1. complete an AccessNI application by the following process
· register with AccessNI for an Enhanced Disclosure Certificate and complete the ‘Pin Notification and ID Validation Form’ as provided by the College
· complete the AccessNI document ‘Appendix C’ as provided by the College
· return these two documents to the College and produce for the Bursar’s secretary valid identification documents as specified in the application
· a cheque for £33 will be paid by the College to Access NI, this will be deducted from your first salary payment
· furnish the Bursar’s secretary with a copy of the return from AccessNI;
1. complete a ‘Health Declaration’ questionnaire as provided; and
1. let the Bursar/ Headmaster view originals of qualifications recorded on the Employment application form.
The appointment will only be confirmed after all pre-employment checks have been completed satisfactorily.

General Information
Campbell College is a voluntary grammar school for boys, managed by its Board of Governors in accordance with its scheme of management.
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