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	Reports to:
	Business Manager

	Category:
	NESC 5-3 – 5-5 (based on experience) 

	Tenure:
	5 years

	Review:
	2031



Thomas Carr College is a dynamic Catholic learning community guided by our Gospel values. Our Catholic faith has a vital role to fulfil in the education of our students; it is at the very core of our purpose and identity. Each Thomas Carr College staff member bears witness to these values in their interactions with staff, students, families and the community.

This role description is written in light of the Mission and Vision Statements of the College. Our community is characterised by a strong set of values that underpin the way we live. We enact those values by respecting and honouring our collective heritage while looking with imagination to the future. All dimensions of life at the College, including the work of the Events Co-ordinator, are aimed at supporting the growing, learning person: the young women and men whom the College serves. 

All leaders at the College accept responsibility for working with staff teams, through collaborative leadership for growth, in the development of a positive school climate supporting high expectations and high levels of success for all students.

COMMITMENT TO FAITH

All positions at Thomas Carr College are based on the Christian model of servant leadership exemplified by Jesus Christ and given witness to by our founder Archbishop Thomas Carr.  It is expected of all employed at Thomas Carr College that they: 
· Accept and model the Catholic educational philosophy of the school.
· Develop and maintain an adequate understanding of those aspects of Catholic teaching that touch upon their subject areas and other aspects of their work by their teaching and other work and by personal example, striving to help students to understand, accept and appreciate Catholic teaching and values. 
· Comply with the accreditation policy of the CECV to teach in a Catholic school. 
 
THOMAS CARR IS A CHILD SAFE SCHOOL

Thomas Carr College holds the care, safety and wellbeing of its students to be at the core of all we do. The College is resolutely committed to ensuring that all staff of the College act in a manner that promotes the inherent dignity of each of our young women and men and their fundamental right to be respected and nurtured in a safe school environment. This commitment includes regular and appropriate learning opportunities in relation to child safety and young people’s protection and wellbeing. 

We also commit to listening to, and taking seriously, all concerns voiced by students, staff, parents and caregivers, volunteers, contractors and clergy. We commit to continuously reviewing and improving our systems to protect children from abuse. 

Our commitment is drawn from and inherent in the teaching and mission of Jesus Christ, with love, justice and the sanctity of each human person at the heart of the Gospel.




OVERVIEW

The Marketing and Community Connections Manager is responsible to lead and manage the Marketing and Community Connections team, which includes promotion of the College within the school and external communities through building relationships and ensuring continued strengthening of the College reputations. Extending to the events hosted by the College and the Registrar functions, including the staff in those teams. 

KEY RESPONSIBILITIES
 1.  Strategic Leadership
· Develop and implement a marketing and enrolment strategy for the College.
· Utilise print and digital campaigns, all social media platforms and web management to promote the College.
· Develop and enact an annual marketing plan.
· Develop and maintain a consistent look and feel to the College brand.
· Work collaboratively with the registrar in enacting enrolment strategies.
· Develop a market research program, with evaluation and implementation strategies to understand and test:
· Choice motivations and expectations
· Community perceptions of College reputational strengths/weaknesses
· Customer satisfaction levels
· Develop a strong understanding of student choice factors
· Integrate market research findings into marketing activities
· Align advertising with marketing plan targets
· Identify and implement advertising opportunities beyond print
· Conduct mystery shopper experiences.
· Provide quarterly marketing and enrolment reports

2.  Community Engagement
· Develop and lead a College connection program with the parish feeder primary schools.
· Participate in the planning of College Sunday Parish Masses, in consultation with the Director of Faith.
· Plan a variety of college experiences (eg. Open day, tours, etc).
· Align open day/college experiences planning and communication with parent expectations and College brand strengths.
· Ensure effective customer service and support is provided at all times when dealing with parents, students, staff, contractors and the general public.
· Strengthening College relationships with the local community.
· Develop multi-lingual communications

3.  Communications
· Lead the development and production of all College publications and promotional materials.
· Coordinate content creation (photography, video production, signage) for the College’s website, digital campaigns, media and College facilities.
· Update and manage the College online presence (website and social media).
· Manage the end-to-end process around the annual College yearbook, bi-annual College Spotlight publication, newsletters and selected curriculum and marketing publications.
· Ensure the College style guide informs the development of all College publications and promotional materials.
· Promote the College’s activities to local media, initiate contact with news reporters to promote these activities.
· Undertake photographic duties including event and marketing photography, monitoring student permissions for promotional use.
· Continually review signage and publications both inside and outside the College
· Keep publications and marketing material up to date
· Assist with relevant archiving

4.  Alumni
· Maintain the detail database of alumni contact details
· Organise alumni reunions and connection opportunities
· Maintain social media platforms to connect with alumni
· Develop alumni programs that engage with current and past students and the management of their database

5.  Events
· Lead and assist the events coordinator in managing the organization of events hosted by the College
· Oversight and approval of budget for each event
· Approval of invoices for events
· Oversight of the logistics of events

6. Registrar
· Oversight of the application and enrolment process
· Ensure the College meets all deadlines as set by MACS 
· Ensure that the College adheres to all policies in relation to enrolment of students at Thomas Carr College

Through mutual agreement some variation in the specified responsibilities may take place during the term of appointment as a part of a normal process of ongoing evaluation of the College’s operations. 

All employees at Thomas Carr College are to follow College policies and procedures, including the Occupational Health and Safety Act 2004, the Equal Opportunity Act and CECV Commitment Statement to Child Safety.

KEY SELECTION CRITERIA

Essential

1. Demonstrate a strong understanding of, and commitment, to Catholic education
2. Demonstrate an understanding and acceptance of the Thomas Carr College Mission Statement and the values that underpin it
3. Highly developed interpersonal and communication skills, including the demonstrated ability to work collaboratively with all members of the College community
4. Proven ability in strategic planning and thinking, with well-developed analytical and problem-solving skills
5. Demonstrated proficiency using computers - Microsoft Office suite and all social media platforms
6. Relevant tertiary qualifications and/or significant experience working in marketing, public relations, social/digital media and communications, journalism or related disciplines.
7. Previous experience developing and implementing marketing and communications strategies in a customer focused environment.
8. Able to gain and keep successful registration for a Working with Children Check and successfully passes a National Police Record History Check


Desirable
1. Prior experience in a secondary school setting
2. Prior use and understanding with publication platforms including InDesign, WordPress(website)


Thomas Carr College is an equal opportunity employer that promotes the safety, wellbeing and inclusion of all children.
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