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Welcome
from the High Master

Welcome
from St Paul’s Juniors



Welcome to St Paul’s School
St Paul’s is an independent school offering an outstanding, 
all-round education for gifted boys aged 7 to 18 years.



Meet our Staff



Meet our Staff



Senior Engagement and Events Manager



This is a school that suits 
boys of all types: ‘we love 
bookworms and rugby 
players’. All they ask
is that pupils have a
real enthusiasm for 
learning and an agile, 
enquiring mind.

“



Senior Engagement and Events Manager 
Role Overview



Annual Engagement, Stewardship and Core Events Programme

• Delivery and promotion of an events programme for the whole community, including virtual events, 
alumni and networking events, fundraising events and large-scale school events.

• Lead on and be first point of contact for Core Events across the School.
• Work with the HoEE to develop a fresh approach to events for Old Paulines and Parents, building 

upon the most popular and successful and taking a different and creative approach to future events. 
• Delivery of a donor and supporter care event programme (thanking and keeping supporters and 

potential supporters updated and informed).
• Collate the termly events brochure, coordinating the schedule, collating all submissions, coordinating 

with designers and ensuring delivery to budget.
• Work with the Fundraising team and HoEE to ensure that opportunities for cultivation and 

stewardship of donors are maximised through tailored invites, pre or post event drinks or special 
offers or seating.

• Ensure that all events are carefully managed with detailed event plans, budgets, briefings and 
marketing plans.

Network Building

• Support in the delivery of a new and innovative global network for the Pauline community, to include 

Old Paulines and parents (of current and/or former pupils) who could help staff, young alumni and 

current pupils. 

• Day-to-day delivery of St Paul’s Connect (the School’s online networking platform), administer the 

site, keep up to date with developments and work with the HoEE and Marketing Department to 

develop innovative and creative content.

• Day-to-day delivery of social media content to help grow young Old Pauline engagement.

• Promote among the St Paul’s Community (of past and present pupils and parents) a sense of 

connection with and belonging to the school community through communications and events, some 

in conjunction with the Parents' Group and the Old Pauline Club.

• Assist in the capture of information about the parental body (of past and present pupils) and Old 

Paulines as a resource to support the wider aims of the department from both a professional 

development and philanthropic perspective. 

Senior Engagement and Events Manager
Specific Areas of Responsibility

Parents and Alumni Events/Volunteer Management

• Support the Parents’ Groups and/or Old Pauline Club (Alumni) in the delivery of their events, and work 
with them to think of new and creative event formats and promotional ideas to ensure high attendance at 
all volunteer led events. 

• Lead on the day-to-day volunteer management alongside the HoEE ensuring that they feel supported and 
are delivering activity that fits within wider strategic aims. 

• Oversee Parents’ Groups and/or Old Pauline Club communications and work with them to create event-
marketing plans that meet brand guidelines and feed into the wider communications strategy. 

Professional Networking and Young Alumni Programme

• Develop a high-quality Career Development Programme for both pupils and alumni including:

o Networking: Professional events, business lectures, and other networking events to give pupils, 

alumni, and parents the chance to hear leaders in their fields and make useful professional 

contacts. 

o Career discovery, advice and training: helping to bring careers to life – through events, interviews 

and one-to-one meetings – for current pupils and young alumni, thus enabling them to make 

informed choices at an early stage in their lives. 

o University choices: engaging current pupils with recent leavers who are studying at particular 

universities – and with other Old Paulines and parents who currently work at certain universities 

in an academic or administrative capacity – so that these pupils can gain real, first-hand insights 

into their specific university choices.

• Develop a lively and interesting Young Alumni Programme in conjunction with the OPC to engage more 

fully with Old Paulines who have left the School in the past ten years. The purpose would be to enable 

young alumni to connect (and reconnect) with each other and with St Paul’s – especially with their 

teachers and Tutors – thus fostering a sense of lifelong community. 



Commercial Hire Activity

• Work with the HoEE to respond to and manage leads/requests for hires.

• Maintain accurate contact details for external suppliers and lists of potential suppliers.

• Develop commercial hire marketing materials and keep an up to date list of all venue space available.

Line Management

• Line Management of Engagement and Events Manager.
• Line Management of Interns, as required.

Additional duties

• Work with external partners/agencies where required.
• Keep up to date with matters of compliance and sector best practice.
• Carry out any task as reasonably directed by HoEE.

Senior Engagement and Events Manager
Specific Areas of Responsibility

Systems Training and Development

• Lead on and be first point of contact for staff events and staff training across the School.

• Develop literature and systems for St Paul’s Staff to ensure seamless management of onsite events at 

St Paul’s including virtual events, room set ups, capacities, layouts etc.

• Provide advice, guidance, training and support to staff running events/virtual events via email, 

phone, virtually and in person.

Financial Management, Reporting and Administration

• Manage the day-to-day event finances, booking processes and database updates for your portfolio of 

events.

• Use the team’s Project Management processes to plan, run and report on events including Project 

Briefs, Working Documents, Project Reports, debriefs and evaluations.

• Work closely with the Operations Manager to implement the thanking and banking process around 

any fundraising event.

• Support the HoEE with event administration.



Senior Engagement and Events Manager
Personal Profile

Essential Desirable

Qualifications N/A • Educated to degree level.

Experience • A track record of delivering highly sophisticated events and communications 

programmes.

• At least 3 years’ experience working in development/alumni relations or 

equivalent profession.

• Experience of managing budgets.

• Experience of donor care management.

• Experience of volunteer management; committees, project teams or similar.

• Experience of managing virtual events.

• Experience of using Zoom software.

• Not-for-profit/Schools background.

• Experience of using social media as an engagement tool.

Skills & Attributes • Hardworking, driven and flexible and good at dealing with a multi-faceted 

workload.

• An enthusiastic and positive attitude.

• Excellent communication skills, both written and oral.

• Highly accomplished in the area of inter-personal skills with a proven track 

record of building trusted relationships with a wide variety of individuals 

including sophisticated and diverse alumni, parents, benefactors and 

potential benefactors of all ages and nationalities.

• Knowledge of working with a sophisticated CRM database – preferably 

Raiser’s Edge.

• Strong IT skills: highly proficient with Microsoft Office.

• Understanding of how social media tools can enhance the efficacy of the St 

Paul’s community strategy

• Persuasive and able to influence a social situation using instinct, judgement 

and tact.



How to Apply

o

o

o

https://intranet.stpaulsschool.org.uk/Resources/Staff%20%5BF2b%5D/All/schooldocs/POLICIES%20-%20Master%20Copies/ISI%20Annual%20upload/Whole%20School%20Public/18a%20SPS%20SPJ%20Safer%20Recruitment%20Policy.pdf
https://intranet.stpaulsschool.org.uk/Resources/Staff%20%5BF2b%5D/All/schooldocs/POLICIES%20-%20Master%20Copies/ISI%20Annual%20upload/Whole%20School%20Public/7a%20SPS%20SPJ%20Safeguarding%20Policy%20and%20Procedures.pdf
https://www.stpaulsschool.org.uk/wp-content/uploads/2021/09/210901-Application-form-2.docx
https://www.stpaulsschool.org.uk/wp-content/uploads/2023/03/230301-Equal-opportunities-monitoring-form-March-2023-1.doc
mailto:recruitment@stpaulsschool.org.uk


Academic results are 
phenomenal: over 
50% of A levels and 
Pre Us and 86% of 
GCSEs achieved 
A*s with 18% of 
leavers heading to Ivy 
League universities.

“



Working at St Paul’s – Benefits
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Map of the School




