POST OF
EXTERNAL RELATIONS MANAGER (MATERNITY COVER)
FULL-TIME (39 HOURS PER WEEK)
£27,000pa

MALVERN ST JAMES LTD
Malvern St James is a leading boarding and day School for girls between the ages of 4 and 19. There are approximately
400 pupils split equally between boarders and day girls.
The School is located in the heart of Malvern in Worcestershire. Only two hours from London and one hour from
Birmingham, the School has excellent transport links, with Great Malvern station situated just opposite the main
School building. The MSJ bus service covers five counties to pick up and return girls each day.
Aspiration, personal development and achievement lie at the heart of the School and each pupil is treated as an
individual. Our aim is to promote excellence and innovation in teaching and learning throughout the School. Our
commitment is to provide each girl with the challenges and support offered by a bespoke education which will allow
her to develop her talents, character and academic abilities to the full. We prepare girls for the most competitive UK
and international universities and pathways. In addition, we aim to foster and encourage a wide range of extracurricular interests. This individual emphasis is complemented with teamwork and a sense of collective responsibility.
We offer pupils full, weekly and flexible boarding and day places, allowing both parents and daughters to choose the
option that is right for them. Prep. girls arrive from 7.45am each day and an After-School Club provides free
supervision until 6.00pm each day. This enables all the girls in MSJ Prep and the Senior school to participate in the
busy activities programme or supervised homework sessions.
Girls benefit from first class facilities which include an award-winning Science and Mathematics Centre which has been
expanded to provide greater laboratory space and Mathematics teaching space, a Drama Studio, four ICT suites and a
multi-media Language Laboratory. Our Sports Hall continues to expand both its facilities and services offered to the
girls and staff for personal training and fitness. The School has a dedicated Sixth Form Centre for Day Girls and Boarders
featuring a lively Café Culture recreational area.
MSJ offers a range of boarding options (ages 7 – 18) to fit in with the demands of modern family life and girls can
choose from full, weekly, or flexi-boarding. Ofsted recognised the exceptional standard of boarding with an
‘Outstanding’ inspection judgement, which extends to all areas of Malvern St James, Greenslade, the Year 13 Sixth
Form Boarding House has recently been transformed with an extensive, highly contemporary, refurbishment
programme to provide a transition house for university and there are plans to continue this programme of
improvements within boarding. There are also further exciting projects to enhance Teaching and Learning.
Malvern St James also received the highest rating of ‘EXCELLENT’ in the ISI’s Educational Quality Inspection in May
2017.

We offer staff who come to work at the School:
• the opportunity to work with highly motivated staff and talented pupils
• commitment to your professional development
• convenient location in Malvern with excellent transport links
• competitive salary

Job Title:

External Relations Manager (Maternity Cover)

Reporting to:

Development Director

Main responsibilities:
This is a managerial role and as such comprises appropriate responsibilities and day-to-day decision making required
to implement the development and external relations functions detailed below.
The External Relations Manager will be expected to manage engagement within the MSJ community, including with
our alumnae, past parents, Honorary Members (former staff) and other identified stakeholder groups, and to assist
with all development activity. The role will report into the Development Director. The Development and External
Relations function share the support of the Development Assistant.
In conjunction with the Development Director, the successful candidate will create and manage a programme of
events and marketing communications. This programme will reflect the diverse interests, backgrounds, and ages of
the groups within our community. They will promote the department’s aims to an internal audience, to gain support
across the school. They will also keep a log of outreach activity and our school’s partnership programme.
MSJ girls, when they leave the Senior School, become members of the Old Girls’ Association (OGA). The OGA also
comprises the alumnae groups of five founding schools which have merged over the decades: Malvern Girls’ College,
St James’s School, St James’s & The Abbey School, The Abbey School and Lawnside. Much work has been done with
the alumnae community, consisting of 4,500 active constituents, since the final merger - of Malvern Girls’ College
and St James’s School in 2006 - and in the past five years in particular. There is an annual programme involving Old
Girls and Honorary Members, for example lectures and workshops at School, careers/ university advice and work
experience, a Summer Reunion day, school-specific Reunions, an Honorary Members Coffee Morning, professional
networking, and social events in London and internationally; as well as relevant school events such as
Commemoration and Prizegiving and the Carol Service.
Marketing communications are extensive: a print magazine is produced annually, plus interim digital newsletters,
extensive use of social media, and the management of our own alumnae web platform, MSJ Connect.
The Old Girls’ Association (OGA) is becoming firmly embedded in the life of the school; we want to continue to
develop this relationship and awareness of the OGA all the way through from Prep to Sixth Form.
The role of External Relations Manager will be the linchpin between school and the OGA: the post-holder will help
with the advancement of the OGA, building an exciting and relevant programme of events, and a close relationship
with school for the benefit of current students. Being part of the OGA is part and parcel of being an MSJ girl, and we
want to encourage a cycle of giving back, where alumnae of all ages return to school to share their life journeys and
wisdom, and to help in other practical ways including volunteering and philanthropic giving.
Past parents are a recent addition to our community. We wish to do more with this highly invested group who
support us so well, and with past families as a whole (i.e.Old Girl/ past parent combined events). Past parents are a
great asset to initiatives such as the MSJ Community Choir and are valuable to our careers provision and other
aspects of school life. An annual programme for this group will be identified in conjunction with the Development
Director. The External Relations Manager will be responsible for the implementation of effective communications,
targeted events, and successful engagement.
The role will incorporate involvement in the School’s Archive function; and where queries relate to, or are from, Old
Girls and Honorary Members, the post holder will be responsible for overseeing queries, and tracking and
acknowledging donations to the Archives. The External Relations Manager, along with the School Librarian, will
oversee volunteer(s) who assist in the Archives.
The post holder will also work on development initiatives, which include fundraising for bursaries and capital
projects, and will work with the Development Director in formulating and executing plans.

In conjunction with the Development Assistant, the External Relations Manager will oversee the management of the
external relations database system, making sure information is accurate and up to date; that all our work is GDPR
compliant; and extract data and reports as required.
The post holder will be expected to uphold the values of the school, to maintain discretion and confidentiality, and
to be a positive ambassador for MSJ.

Specific tasks:
Strategy
•

Helping to formulate the community engagement and development strategy and implementing the defined
strategy.

Marketing Communications
•
•
•
•

Creating marketing communications to support the community engagement strategy.
Researching, writing, and editing the OGA Newsprint magazine; overseeing design; and organising external
print and distribution
Writing digital newsletters, plus other print, and digital publications for various audiences; including
providing relevant stories for inclusion in school publications and online content.
Creating/commissioning photographic assets.

Budgets/Finance
•
•
•

Running activities to budget; and providing regular reporting to the Development Director and OGA
Trustees.
Monitoring, filing, and reporting of OGA’s finances in conjunction with school’s Finance team and Trustees.
Liaison with Finance department on projects/ for administration purposes as necessary

OGA Committee Administration
•

Acting as Secretary to the OGA Committee – organising meetings; preparing agendas, collating, and
circulating reports; preparation of activity reports; raising issues and feedback from OGA members for
discussion; taking and filing minutes; keeping accurate details of those on the Committee; liaising with
Committee members.

Relationship Building
•
•
•
•
•
•
•
•

Liaising with stakeholders in the MSJ community, particularly alumnae, past parents and Honorary Members,
internal audiences, and relevant external organisations where appropriate
Handling the smooth-running of the OGA office on a day-to-day basis, including handling queries in a
friendly, timely and efficient manner, and building relationships with individuals.
Identifying individuals who can help further the OGA’s work – for example, those who might sit on the OGA
Committee, those who would make interesting Speakers, co-host events, write features for the magazine etc
Identifying opportunities – for example new types of events – which will further the OGA’s reach and value
amongst its constituents.
Identifying and creating events and activities for other groups in the MSJ community – eg Past Parents,
Honorary Members.
Organising events and marketing communications items to support events
Promoting the external relations function’s work to internal audiences to ensure engagement and
understanding across the school
Touring OGA and past parent visitors to the School

•
•
•
•
•

Promoting the OGA to all current students, including ensuring that Y13 understand the benefits of OGA
membership and sign up to the group before leaving.
Promoting the past parent community and sign-up.
Promoting the OGA’s work to current members of staff and signing up appropriate individuals to the
Honorary Members group when they retire/leave.
Co-ordinating the activities of the OGA Prefect and Ambassador team
Enabling the School to benefit from community members’ influence, contacts, expertise, voluntary help and
financial assistance.

Development
•
•
•
•
•

Attend Development meetings
Present aspects of your work at such meetings as required
Assist with all aspects of development projects – research, planning, execution, wrap-up and stewardship
Help produce Development or Impact reports for the School community
Maintain stewardship of donors – ensuring donors are thanked promptly and are included in invitations to
appropriate events.

Database Management
•

•

Managing the effectiveness of the community database and keeping information up-to-date and accurate;
and ensuring that new members are added as appropriate. Ensuring that data held is GDPR compliant and
that the School operates best practice in this area.
Extracting reports as necessary

Websites and Social Media
•
•

Managing the alumnae website and the OGA/community area on the school’s website
Formulating the social media plan and overseeing social media communications

Managing Internal and External Relationships
•
•
•
•
•
•
•

Liaising with external suppliers
Attending relevant meetings to represent the School, for example at AROPS, IDPE
Working with Archives volunteers: to acknowledge donations from Old Girls to the school; to ensure
cataloguing; and to source materials as necessary for events, meetings, visits etc.
Working closely with the Development and school Marketing functions to ensure consistent messaging.
Reporting on External Relations activity to Headmistress, Senior Leadership team, School Council and Council
Committee meetings
Provide continual reporting to the Director of Development regarding all activity undertaken.
Some travel will be necessary, as will some occasional out of hours work at the weekends and in the
evenings. TOIL will be given in return.

Essential Skills
•
•

Exceptional verbal communication skills
Ability to communicate accurately, elegantly, and coherently in written English

•
•
•
•
•
•
•
•
•

Strong inter-personal skills – enjoyment of meeting people, being warm and approachable, instilling
confidence
Superb organisational skills with an ability to prioritise sensibly and to deal with multiple ongoing projects
and deadlines
Ability to work independently and with high levels of energy, enthusiasm and a ‘can do’ spirit
Excellent PC and IT skills including Microsoft Office suite, web, and social media
Experience of using a database system
Excellent eye for detail and proof-reading skills
Ability to set and monitor budgets, run spreadsheets and reports
Creativity and originality
Event organisation

Desirable Skills
•
•
•
•

Sector experience
Degree level education
Experience of email broadcast systems – eg Mailchimp
Experience of Raiser’s Edge database

All school staff are expected to:
a. Work towards and support the school vision and the current school objectives outlined in the School
Development Plan
b. Support and contribute to the School’s responsibility for safeguarding students
c. Regularly review own practice, set personal development targets, and take responsibility for own
continuous professional development.
d. Work within the School’s health and safety policy to ensure a safe working environment for staff,
students, and visitors
e. Work within the Equal Opportunities Policy to promote equality of opportunity for all students and
staff, both current and prospective.
f. Maintain high professional standards of attendance, punctuality, appearance, conduct and positive,
courteous relations with students, parents, and colleagues.
g. Engage actively in the performance review process.
h. Adhere to policies as set out in the Staff Handbook/Teacher Standards and Regulations
i. Undertake other reasonable duties related to the job purpose required from time to time
j. Adhere to School Safeguarding and Child Protection Policies.
GENERAL REQUIREMENTS
Malvern St James is committed to safeguarding and promoting the welfare of children. Applicants must be willing
to undergo child protection screening appropriate to the post, including checks with past employers and the
Disclosure and Barring Service.
This job description is not necessarily a comprehensive definition of the post; it is to be enabling rather than restrictive.
It will be reviewed at least once every two years and it may be subject to modification or amendment at any time after
consultation with the post holder.

APPLICATIONS
The completed application form, which must include all dates of previous employment and give reasons for any
gaps in employment, an accompanying CV, together with a covering letter addressed to the Headmistress, should
be returned to HR Department, by post to Malvern St James, 15 Avenue Road, Great Malvern, Worcestershire,
WR14 3BA, or by email to recruitment@malvernstjames.co.uk
A CV will not be accepted instead of a completed application form. The personal statement within the application
form should set out why you consider yourself a suitable candidate for the post citing relevant experience, previous
achievements, and your vision for this role. The statement should not repeat the contents of the covering letter.
References of shortlisted candidates will normally be taken up before interview. Two satisfactory references are
required before the appointment is confirmed. The appointment of the successful candidate will also be subject to
satisfactory DBS checking.
BENEFITS OF WORKING AT MALVERN ST JAMES GIRLS’ SCHOOL
Malvern St James Girls’ School prides itself on its warm, friendly, and welcoming environment where all staff are
encouraged to play a part in a successful and supportive community.
Pay
We offer a competitive salary, considering previous experience and relative skills and abilities
Pension Scheme
After completing three months’ employment with Malvern St James, Support Staff will automatically be enrolled into
our Pension scheme, to which the School also contributes, this is subject to satisfying certain eligibility criteria and
subject to the rules of such scheme as amended from time to time.
Death in Service Cover.
Sport
MSJ Sports & Fitness Centre promotes flexibility as a key attribute to create fitter, healthier employees. Discounted
membership for staff includes gym and swim and a wide range of classes. Membership contributions are taken by
direct debit.
The Sports Club provides many activities for members. These include a wide range of sports, organised tours, and
regular competitions.
Other benefits include:
•
•
•
•
•

Fee remission
Lunch provided
Onsite Pavilion Café
Access to Massage
Access to Reflexology

