
 

POSITION DESCRIPTION AND SELECTION CRITERIA 

 

Position Title: Marketing and Communications Officer 

Department: Marketing and Communication Office 

Supervisor: Director of Marketing and Communications 

Type of Employment: Full-time, permanent 

 

Last updated: October 2018 

 

BACKGROUND 

Organisational environment 

The Anglican Church Grammar School (Churchie) is an independent school for day 

boys and boarders with 1800 students from Reception to Year 12.  

Since its inception in 1912 Churchie has pursued a philosophy of preparing students 

to be well-balanced men, contributing positively to the community. This pursuit is 

characterised by our emphasis on the four tenets of our education programme: 

scholastic attainment, spiritual awareness, personal growth and community service. 

The School’s academic programme has implemented the latest National Curriculum 

and is tailored to assist each student reach his potential. Our aim is to offer world-

class educational programmes that facilitate lifelong learning, by optimising 

opportunities for leadership, creative excellence, and participation for every student. 

This combination of academic emphasis and an expectation of high standards of 

personal discipline will provide the best platform for success for all our students. As 

a member of the Great Public Schools’ (GPS) Association of Queensland, Churchie 

participates in a range of academic, sporting and cultural competitions against other 

long-standing Brisbane schools.  

As a community we strongly desire to work in a three-way partnership between the 

student, the parents and the school. We are constantly reviewing our performance 

and are more effective for the input from this partnership. Creativity and innovation, 

which bring about change, are a constant, as our young men deserve the best 

education we can provide. 

Information for prospective staff 

Information can be found at www.churchie.com.au  

 

http://www.churchie.com.au/


 
DUTY STATEMENT 

Primary purpose of position 

The Marketing and Communications Officer is responsible for delivering a broad 

range of marketing and communications services, including brand management, 

digital and print publishing and content creation, communications and advertising 

campaigns, website management and development, public relations, events, and 

social media. The office also provides services to Oaklands Child Care Centre. 

The Marketing and Communications Officer reports to and works closely with the 

Director of Marketing and Communications in preparing and implementing the 

marketing strategy, including monitoring and data, reporting and analysis.  

Please note the School reserves the right to alter this position description based on 

operational needs. 

 

Key Accountabilities 

As Marketing and Communications Officer you will have responsibility for the 

following activities and tasks: 

 Assist the Director of Marketing and Communications with identifying and 

understanding client expectations and offer communications and marketing 

advice. 

 Prepare and edit content for websites, media releases, social media, direct 

marketing, event collateral and publications. 

 Manage the production of email newsletters, invitations and engagement 

campaign. 

 Liaise with key stakeholders about marketing activities that support school 

initiatives. 

 Implement efficient and effective, client-focused service delivery. 

 Assist in the coordination and implementation of communications and 

marketing strategies for members of the Churchie community.  

 Manage administrative and accounting processes, and the School’s 

collection of marketing collateral such as banners, publications and 

merchandise.  

 

From time to time additional duties may be required by the Director of Marketing 

and Communications and/or members of the Executive Team. This includes 

attendance at events outside typical business hours. 

 

 

 

 



 
Other Information 

 Churchie is an equal opportunity employer and is committed to providing a 

safe and healthy work environment free from discrimination, harassment or 

bullying.  

 Applicants are expected to be committed to the principles of Christian 

education and will comply with the School’s values and code of conduct. 

 Smoking is prohibited in all areas of the School campus which includes but is 

not limited to buildings and vehicles. 

 Staff must familiarise themselves with Churchie policy documents that are 

available on the School’s intranet and take the responsibility to maintain 

currency with these. 

 Applicants must possess (or be eligible to obtain) registration with the 

Queensland College of Teachers. 

 
Work, Health and Safety 

 Take reasonable care to ensure personal safety and health at work and that 

of other persons in the work place; 

 Observe all safe working practices as directed by the supervisor and the use 

of personal protective equipment as and when provided; 

 Report ALL accidents, incidents and hazardous situations arising in the course 

of work; 

 
Student Protection: 
All employees of Churchie are required to familiarise themselves with the Student 

Protection in Anglican Schools Policy and Procedures. It is required they have a 

responsibility for the promotion and safeguarding the welfare of students with whom 

they come into contact and ensure compliance with the Schools’ Child Protection 

Policy Statement at all times.  If during the course of carrying out their duties, an 

employee becomes aware of any actual or potential risks to the safety or welfare of 

children in the school, they must report any concerns with the Student Protection 

Officer immediately.  All staff at Churchie are required to hold (or apply for) and 

maintain a current Working with Children Check – Blue Card QLD or be registered 

with and maintain registration with the Queensland College of Teachers. 
 

 

ACKNOWLEDGEMENT 

I have received, reviewed and fully understand the job description for this position.  

I further understand that I am responsible for the satisfactory execution of the 

essential functions described therein, under any and all conditions as described.  

 

Employee Name_____________________________ Date_____________  

 

Employee Signature___________________________________ 



 
SELECTION CRITERIA 

The successful candidate will have: 

1. Sound knowledge of contemporary communications and marketing best 

practice. 

2. Experience in implementing communications and marketing strategies in 

practical situations with a demonstrated high level of organisational skills 

3. Demonstrated high level interpersonal skills with a proven ability to liaise with 

a range of stakeholders. 

4. Demonstrated ability to write and prepare a broad range of content, such as 

newsletters, media releases, correspondence, web content, social media, 

event collateral and brochures. 

5. Demonstrated high level technical skills in communications and desktop 

publishing software, including Microsoft Word and Excel, Adobe Creative 

Suite, website content management systems and email campaign software. 

6. Eligible to work in Australia, possess (or be eligible to obtain) a Positive Paid 

Blue Card. 

 

APPLICATION PROCESS 

Applicants should submit: 

1. A cover letter (1 to 1.5 pages) addressing the selection criteria by 

providing/describing examples of actual work that has been done, or actual 

participation in the relevant activity. 

2. A full resume. 

3. The names, address and telephone numbers of three (3) recent professional 

referees who should be in a position to comment about performance in 

relation to the above criteria. 
(Please note: in the case of those applicants short listed for interview, the School may 

contact your current employer following the interview).  

4. Relevant Academic Transcripts/Records.  
(Please note: this is not your Graduating Certificate). 

5. A copy of your current Positive Paid Blue Card or acknowledgement of your 

eligibility to obtain a Blue Card. 

Copyright of Anglican Church Grammar School (Churchie) 

 


