
ROLE SPECIFICATION
TEMPORARY CONTRACT - EXTERNAL RELATIONS OFFICER
MATERNITY COVER

Context - our school
Morrison’s Academy is a friendly, family-oriented independent day school in the heart of Perthshire. Generations of
Morrisonians have benefitted from the school’s rich blend of academic, artistic and sporting experiences, going on to
make their mark on the world as Olympic athletes, ground-breaking scientists, award-winning actors, adventurers,
politicians and professionals. Our long tradition of academic success in boys and girls from 2 to 18 continues today with a
contemporary Scottish curriculum and a programme of independent, child-centred learning that builds emotional
intelligence, creativity and life skills, and encourages every child to strive for the highest.

Our school roll of approximately 500 young people and 120 staff are all active members of the surrounding communities.
We all know and support one another, working together as a team to put pupils and parents first. We embody this culture
in everything we do, delivering excellence in teaching and nurturing the individual to encourage every child to flourish.

Context - our families and team
Our young people are a delight and the staff and governors are helpful and supportive.  Crieff is a vibrant community in a
beautiful part of the country, at the gateway to the Highlands and in easy reach of the Central Belt. The Morrison’s
Academy family is friendly and progressive; we have high expectations of one another and the confidence to encourage
innovation.

Temporary Contract External Relations Officer
09.08.2022



Context - our campus
The School’s main campus is located in the centre of Crieff and comprises a mixture of historic (our magnificent original
buildings dating from 1860) and modern buildings. During the past eight years we have built a new Nursery, renovated
our libraries, upgraded our science labs, installed modern floodlit hockey pitches, a strength and conditioning suite,
created a new STEM workshop and opened an on-site café for pupils, staff and parents, setting a new standard for
excellence. Morrison’s Academy is committed to ongoing development and modernisation.

Context - our department
The External Relations Department performs one of the school’s key commercial support functions and is responsible for
the school’s Marketing, Admissions, Development and Alumni activities.  The past three years have seen the growth of
our department with the creation of a new Head of Department and Officers roles helping us to deliver the school’s vision
and strategic plans. We are now seeking a Temporary Contract External Relations Officer to cover a member of staff who
is taking maternity leave.
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Role - Temporary Contract External Relations Officer
The post-holder will be part of the External Relations team within Morrison’s Academy, and focus on the delivery of the
marketing, events, development and alumni activities as outlined in the External Relations Strategy.  You will very much
be working with the Head of External Relations and as one of our External Relations Officers your day to day tasks may
include any listed below. During the period there is scope to grow in terms of both knowledge and skill, with no two days
being the same.

External Relations Officer - Principal tasks

External Relations Department tasks - team wide
● Contribute to the development of the annual External Relations Strategy
● Help prepare all departmental plans and campaigns
● Assist in the review of activities and monitor progress toward Objectives and KPIs
● Contribute to the development and maintenance of the school’s Social Media platforms and website
● Contribute to and help manage the school’s photographic and video library; taking photos and videos and ensuring

compliance with GDPR guidelines

Marketing - Traditional and Digital tasks
● Assist with day to day roll out of strategy, plans and campaigns
● Contribute to the development of school marketing materials, digital content and communications using a variety of

packages and platforms including Adobe Creative Suite, Animoto, iMovie etc
● Help manage website SEO and SEM, using data and analytics
● Collaborate closely with internal clients and stakeholders to facilitate the creation of materials and multimedia content
● Assist with production of the annual Morrisonian Magazine
● Contribute to writing and editing press releases
● Create adverts and distribute to local and national media contacts

Events tasks
● Deliver events organised by the External Relations department; including: guest lists, invitations and RSVPs,

promoting and publicising events, preparing event materials, helping to host events, assist with build up and take
down of events

● Provide support and guidance to other event organisers throughout the school, where appropriate leading activities
and ensuring quality standards are met

Alumni and Development tasks
● Assist with the programme of Annual Giving and other similar Development programmes
● Contribute to the building of strong relationships with Alumni, Legators and Donors
● Assist with Alumni queries and visits
● Help maintain and manage the Alumni/ Development database - Raiser's Edge
● Help manage the transition from S6 Pupil to Alumni including establishment of profile on Raiser’s Edge, Leavers

events and Leavers Gifts
● Assist with Morrisonian Club activities and provide support as agreed by the School

Other tasks
● To comply with the individual responsibilities imposed by the Health and Safety at Work Act (1974) and the

Management of Health and Safety at Work Regulations (1999) and to cooperate with Management to promote a
positive attitude towards Health & Safety at Work, taking all reasonably practicable steps to prevent injury or injury to
others.
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This role specification is intended to convey a broad outline of the position and responsibilities. It is not definitive and will
be mutually reviewed from time to time as part of the process of personal review and development.

Key skills, qualifications and attributes

Qualifications
● Marketing or business degree or equivalent professional qualification and/or professional experience gained in a

service oriented industry
Skills

● Excellent marketing, event and project management skills
● Strong digital marketing skills with a working knowledge of social media platforms, SEO and SEM
● Business development skills would be advantageous
● Excellent interpersonal and communication skills (written and oral) are essential, as is the ability to communicate

effectively with a wide range of ages
● Skilled user of MS Windows or G Suite
● Experience using Adobe Creative Suite would be an advantage

Attributes
● Customer focused, friendly, welcoming and helpful manner
● A team player but with the ability to work independently
● A versatile, resourceful, reliable, and enthusiastic individual
● Keen eye for detail, visually creative and a ‘can do’ attitude
● A co-operative and flexible approach to work and the ability to manage a varied workload
● Ability to work well under pressure and to tight deadlines

Reports To
Head of External Relations

Hours of Work & Leave
35 hours per week.  These basic hours are normally worked between 08.30 - 16.30 Monday - Friday, but a flexible
approach to the role is possible, as is a job share for the right candidates.

Salary Scale & Benefits
The Salary of this role will be linked to the Morrison’s Academy Support Staff Pay Scale and will be dependent on
experience.  Excellent staff discount; membership of pension scheme; free after school care and 40 days annual leave
inclusive of public holidays.

August 2022
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