Marketing and Communications
Assistant

Ipswich Grammar School

Exceptional

PERFORMANCE

We will challenge ourselves and our boys to be exceptional
performers. This is a statement of intent, an aspiration, and a call to
action. We understand that we may falter at times but we are
compelled to commit to this standard. In doing so we will generate
the energy and purpose that are fundamental to great schools.

Welcome to Ipswich Grammar School
Ipswich Grammar School is one of Queensland’s leading independent schools, catering for
boys from Prep to Year 12 through the outstanding education offered to day and boarding
students. With over 150 years of experience in teaching boys, we understand what makes
them tick. Over this time we have developed and implemented innovative approaches to
address the specific learning needs of boys.
Every day is stimulating, unique and exciting. We tap into boys’ sense of wonder and
curiosity about the world around them. By tailoring programmes and activities to meet our
students’ specific needs, we ensure every boy has the opportunity to reach his full academic,
cultural and social potential.
We foster an encouraging environment that delivers more than exceptional academic results.
Our GPS status sees boys from Years 5 to 12 take part in various activities between member
schools. Whether it is sport, debating, the Arts, literacy, or the Sciences, our students are
given the opportunity to excel and network in any field. They are supported by staff from
various backgrounds that bring world-class knowledge and experience to the classroom,
playing field, and laboratories.

School Motto and Values
Our school motto is Labore

Et Honore – By this we mean that we will achieve success by

working hard and behaving honourably.

Our school values enable us to support our boys’ journey to manhood through:

Resilience We tackle tasks with determination and perseverance.
Honour We conduct ourselves with dignity and respect.
Belonging We are proud of who we are, what we believe in, and the experiences we share.

Role of Marketing and Communications Assistant
Position Objective
To provide assistance to the Director of Marketing and Community and members of the
Marketing Department in areas of publications, advertising, event management, social media
management and the overall operational delivery of the marketing plan.
The Marketing and Communications Assistant is required to assist other teams when
required and as directed by the Director of Marketing and Community and to work together
with all other members of the IGS staff to ensure a professional, friendly and efficient service
to the IGS community.

Key Responsibilities
•
•
•
•
•
•
•
•
•
•
•
•

•
•
•
•
•

Manage operational delivery of the overall marketing plan under the guidance of the
Director of Marketing and Community
Co-ordinate collation, design and produce the weekly newsletter, The Grammar Word
Co-ordinate IGS publications, including the collation of reports and photographs,
general layout, collation of names, proofreading, liaison with printers
Create content for and manage all social media channels including Facebook,
LinkedIn, and YouTube in order to reinforce the key marketing messages
Provide photography support for all IGS events and occasions
Co-ordinate student photographers and direct their work where required
Liaise with appointed Agencies and Graphic Designers
Maintain the annual marketing and promotional calendar
Co-ordinate the stock of IGS promotional items
Database management
Maintain and update the IGS website
Responsible for all IGS event organisation (including assisting, where possible, all event
coordination undertaken by independent people for IGS Old Boys and various parent
support groups)
Managing the administrative aspects of events, to include invitations, guest
administration, dealing with enquiries, bookings, guest lists and seating plans
Promotion of the IGS facilities and events as a means of income generation
Assist in the promotional events such as regional shows, school expo’s, open days etc
including pre, post and during events
Co-ordinate and undertake School Tours (Prep-Year 12) for prospective enrolments
as required
Any other duties as directed by Director of Marketing and Community

Key Selection Criteria
•
•
•
•

Experience in Marketing, Communications or related field

Organisational, administrative and database skills and experience
Ability to write marketing materials

Experience with Adobe suite products, Content Management Systems and other
digital publishing

•
•
•
•
•
•
•
•

Excellent written and verbal communication skills
Photographic skills and experience

Ability to work as a member of a team
Accuracy and attention to detail
Analytical and research ability
Ability to prioritise tasks

Experience managing social media channels

Small to mid-level event management experience

As a condition of employment all staff are required to hold a valid Blue Card.
All employees recognise and accept that multi skilling is an essential component of the school
and all employees may be required from time to time to undertake duties that are outside
their normal position description but within their skills, competency and capability.

Application Procedure
To be considered for this position, applications must include:
•
•

Covering Letter
Curriculum Vitae

Applications close Friday 9th October 2020
Applications to be submitted via SEEK
For further information regarding this position or for a confidential discussion,
please telephone: 07 3813 9623

