Director of External Relations

Introduction
The Governors of the Haberdashers’ Monmouth Schools are seeking to appoint a Director of External
Relations as soon as possible.

The Haberdashers’ Monmouth Schools currently comprise the following three schools and educate
around 1,175 pupils:
Monmouth Prep School, c.220 pupils aged 3-11, co-ed day, boarding from 7
Monmouth School for Girls, c.440 pupils aged 11-18, day and boarding
Monmouth School for Boys, c.515 pupils aged 11-18, day and boarding

The schools have a combined turnover of c.£20m and employ over 400 staff. There is a single Board of
Governors for the three schools comprising up to 21 governors.
The Board is responsible for establishing the aims and ethos of the Haberdashers’ Monmouth Schools. It
determines the overall strategy for the schools, and reviews and approves the implementation of the
individual strategies, policies and procedures developed by the Executive Committee to shape the best
possible education for present and future pupils. It has responsibility for ensuring the proper control of
the schools’ finances and compliance with relevant regulation, particularly the safeguarding of pupils.
The Governing Board is currently in a period of consultation regarding the future structure of the
schools.
For more information about the schools, please visit our website:
www.habsmonmouth.org

The Role
The Director of External Relations (DER) plays an important role at the schools.
This is a new role and will bring together the Admissions, Marketing and Development functions so that
the image of the schools and the manner in which they present themselves is coordinated and impactful.
The DER will report to the Heads of the schools and will be an active member of the Executive Team
supporting the schools’ aims and objectives.
The Director of External Relations’ goals are:

•
•
•
•
•

To cultivate and encourage meaningful connections and conversations within the schools’
communities and beyond, including staff, students, prospective parents, current parents, past
parents and alumni to ensure its sustainability
From Admissions to Alumni, fill - Admissions and Marketing and Communications, fuel Community Relations and fund - Fundraising and Development
To promote the strategic development of Haberdashers’ Monmouth Schools
To create a central hub and link to connect the schools with external and internal stakeholders
To ensure capital projects and Bursary programmes continue and grow.

Key Responsibilities - 1
Main Duties:
General
• Member of the Executive Committee
• Line manage the Director of Admissions and the Development and Marketing and
Communications teams
• Build a comprehensive Admissions, Marketing and Communications and
Fundraising/Development programme that leverages the schools’ strengths and excellent
reputation both nationally and internationally
• Be responsible for the departmental performance, direction and success of Admissions,
Development, Marketing and Communications, Alumni and Community Outreach and Relations,
providing supervisory support and leadership to all staff in these areas
• Develop and maintain relationships with key internal and external stakeholders, including alumni,
parents, the Haberdashers’ Company, corporations and the Monmouth community
• Oversee and develop internal and external communications including print, video and electronic
articles and publications, and publicity strategies for events
Marketing and Communications
• Oversee the development and implementation of an overall marketing plan and ensure the
enhancement, management, consistency, protection and promotion of the Haberdashers’
Monmouth brand
• Liaise with media and others to ensure media releases are accurate and reflect a positive image of
Haberdashers’ Monmouth Schools
• Develop key messaging points for crisis communications to ensure consistency of messages

Key Responsibilities - 2
Admissions
• Work with the Director of Admissions to ensure outstanding customer care from the first enquiry
through to the child joining the school
• Ensure that information from marketing activities – website hits etc – inform admissions’ activities
Development
• Continue to develop a broader school-wide culture of philanthropy based on cultivation,
engagement and relationship building
• Be responsible for all activities related to planning, managing and executing a comprehensive,
diversified and strategic plan that sustains and grows revenues from all constituents, including
individual donors, corporate and foundation giving, planned giving, legacies, student enrolment
and retention, and marketing and communications
• Work with the Alumni/ae organisations to ensure that relations are maintained and enhanced, to
promote participation in events and increased support in fundraising efforts.
• Work with the Trustees of the Monmouth Schools’ Charitable Trust to further their ambitions.

Person Specification
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Can initiate, extend and embed a set of values across multiple communities, stakeholders and teams
Can set standards sufficiently high to meet own expectations and those of others
Can demonstrate the ability to consider wider impact decisions, assess possible outcomes and uses
effective judgement
Can demonstrate the ability to initiate processes and procedures to resolve new problems
Can demonstrate the ability to identify future demands and opportunities
Can lead the development and implementation of key strategies
Can develop, manage and maintain productive relationships and network with a wide range of people
Can deploy and respond to KPIs to guide future marketing and communications strategies
Ensures all resources are used efficiently and effectively
Is a confident analytical thinker
Communicates expectations with clarity both with team members and audiences
Communicates with audiences large and small with empathy and showing a proficiency in public speaking
Is forward thinking – has the ability to plan for the future
Shows initiative and good problem solving skills
Is optimistic – actively and optimistically pursues new opportunities
Has credibility – establishes this quickly, building relationships and influence at all levels commanding
respect
Is a team builder – has ability to achieve success through others
Develops objectives in a way that enables team members to contribute and identify with collective
objectives
Finds ways for individuals to achieve their objectives and development plans without compromising the
team’s priorities
Can demonstrate the ability to summarise complex ideas or information which may be highly detailed

Terms of Appointment and
Recruitment Process
The position is full-time, throughout the 52-week year and will be office based during term-time. There
will be an opportunity for remote working during the holiday periods for up to two days per week. The
Director of External Relations will need to work flexibly to meet the demands of the role.
The remuneration for the role will be commensurate with the experience and qualifications of the
preferred candidate. We offer a defined contribution pension scheme. Eligible staff are automatically
enrolled into the scheme. Employees are required to contribute a minimum of 3%, with a 10% employer
contribution.
Subject to normal entry requirements, children of staff are eligible for staff fee remission at Monmouth
School for Boys, Monmouth School for Girls and Monmouth Prep School.*
The offer of appointment will be made subject to satisfactory references and other employment checks,
including an enhanced DBS check.
*Non contractual arrangement.

How to Apply
Candidates should complete their application form electronically and email it, together with a short
covering letter, which explains their motivation for applying (both documents as PDF files). You may also
include a copy of your curriculum vitae.
For further details and an application form please visit our website: www.habsmonmouth.org/jobs
Or contact Miss Michelle Boulton on 01600 711229 or email recruitment@habsmonmouth.org

Closing Date for applications: noon Wednesday 7th December 2022
All applications will be acknowledged by email and completed applications should be sent to
recruitment@habsmonmouth.org

Safeguarding and Child
Protection
Haberdashers’ Monmouth Schools are committed to safeguarding and promoting the welfare of
children and young people and expect all staff and volunteers to share this commitment.
Applicants will be required to undergo child protection screening appropriate to the post, including
checks with past employers and the Disclosure and Barring Service (DBS).
All candidates are asked to read and understand the Safeguarding and Child Protection Policy and the
Recruitment, Selection and Disclosure Policy.
All candidates should complete the schools' application form when applying for this role.

