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WESTONBIRT SCHOOL 

Located in the heart of the Cotswolds, Westonbirt School is housed in a magnificent building, formerly the home of 

the Holford family.  It is set in an area of outstanding natural beauty, situated opposite the world famous Westonbirt 

Arboretum with whom we have a good relationship.   

Westonbirt comprises a Nursery and Prep School for pupils aged 2-11 and a Senior School for boarding and day pupils 

aged 11-18.   The School campus includes a Sports Centre and Swimming Pool and a 9-hole Golf Course and over 200 

acres of grounds.   

The School consistently achieves excellent academic results and provides the pupils with a broad range of extra 

curricula activities to give depth to the learning.  All pupils are inspired to achieve their very best potential and leave 

School with confidence and an ambition for lifelong learning. 

For more information on Westonbirt School, please visit: www.westonbirt.org  

WISHFORD SCHOOLS 

In May 2018, Westonbirt Schools joined the Wishford Schools group. Founded in 2011, the group currently comprises 

nine independent schools in Wiltshire, Gloucestershire, Berkshire and Kent. The group aims to provide an excellent 

education to all pupils, giving every child the opportunity to shine. Standards and expectations are high, and staff and 

pupils are challenged and supported to give their best.  

Schools work closely with the group’s senior leaders to define the school’s strategy and then enjoy the autonomy to 

run their schools, while benefiting from the support that membership of the group brings. In addition to strategic 

input and the sharing of best practice, the group provides expertise in property, legal, HR, finance, compliance and 

marketing matters leaving heads with time to focus on the children within their care.  

For more information on the Wishford Schools group, please visit: www.wishford.co.uk   

THE OPPORTUNITY 

The Commercial Executive will report to and work closely with the Commercial Manager to proactively support the 

commercial operations of the school, which include the summer school, holiday clubs, weddings, events, golf course 

and leisure centre. 

A full job description and person specification can be found in this pack. 

REMUNERATION 

The salary for this position will be competitive and dependant of experience. 

APPLICATION PROCESS & IMPORTANT DATES  

Applicants should complete the school’s application form and submit by email to Miss Michelle Andrews, HR Officer at 

michelle.andrews@westonbirtschool.uk The application form may be accompanied by a covering letter of no more 

than one page.  

The closing date for applications is 11am on Friday 1 October 2021.  

CONTACT DETAILS 

If you have any queries or would like further information, please do not hesitate to contact Miss Michelle Andrews, HR 

Officer on michelle.andrews@westonbirtschool.uk. Westonbirt Schools are committed to safeguarding and promoting 

the welfare of children. Applicants must be willing to undergo child protection screening appropriate to the post, 

including checks with past employers, reference and medical checks and the Disclosure and Barring Service. 

http://www.wishford.co.uk/


Job Description: Commercial Executive  

The successful candidate will have an outgoing and friendly character and will be able to provide all stakeholders with 

a high level of customer service. Someone who can react to and solve problems quickly and look out for commercial 

opportunities. Excellent verbal and written communication, time management and customer service skills are vital to 

be successful in this role. 

A background, or qualification, in digital marketing or similar would be advantageous. 

Due to the nature of the role some out of hours work may be required, including evenings and weekends. 

Main Responsibilities   
 
Reporting to the Commercial Manager, you will work proactively to support the commercial operations of the school, 

which include the summer school, holiday clubs, weddings, events, golf course and leisure centre. 

Marketing 

• Run social media activity as set out in the marketing plan 

• Support the marketing team to create digital content through design and photography 
• Ensure that the website, listings and other marketing materials are kept up to date 

• Proactively identify opportunities to raise the profile of the commercial operations to drive additional business 

• Complete competitor analysis to understand market position  
 

Sales Support 

• Assist the Commercial Manager to manage the pipeline of sales enquiries to ensure successful conversion 

• Support the Summer School team to develop and follow-up agent interest, ensuring enquiries are promptly 
followed up by the team or Admission department as appropriate 

• Manage the logistics for attendance at recruitment fairs and other sales events 

• Ensure all sales leads are recorded, tracked and promptly followed-up 

• Deputise for the Commercial Manager in providing site tours as required 
 

Operations 

• Assist with the smooth running of events as directed by the Commercial Manager 

• Maintain an accurate events calendar and ensure it is clearly and regularly communication to all relevant 
departments  

• Support the HR team with the recruitment and management of casual events staff, and maintain accurate records 
of event staffing for payroll purposes 

• Manage the online booking system back office to support all commercial activity streams 

• Manage the database of contacts for operational and marketing communication 

• Manage the process for annual surveys of customer satisfaction as agreed with the commercial manager 
 

 

   

 
Who we are looking for 
 

 
Experience 

• Previous experience in a similar role would be advantageous but not essential 

• Proven record of being in a sales and customer service focused role  



• Experience in social media platforms 

• Experience in managing and collating information from a data base 

 

Skills  

• Excellent written and interpersonal communication skills.  

• The ability to build relationships with colleagues and in the local community.  

• Excellent organisational skills with the ability to prioritise. 

• Strong commitment to high standards of service delivery and customer care. 

• Excellent time management skills and the ability to remain calm under pressure.  

• Strong IT skills including a good working knowledge of Excel, Word and Outlook. 

 

Qualities 

• Energy, enthusiasm and commitment to delivering the successful delivery of all commercial activities 

• ‘Can-do’ flexible attitude. 

• Polite and friendly  

 

 


