
ROUND SQUARE WORLDWIDE JOB DESCRIPTION  
COMMUNICATIONS AND EVENTS MANAGER 

Job title Communications and Events Manager  

Contract 18-month fixed term contract - June 2020 to December 2021 (inc. maternity cover)  

Salary FTE £35,000 p/a with flexible working and/ or reduced hours negotiable  

Location Round Square Worldwide Office - Windsor 

Reporting to Chief Executive 

Main job purpose To provide maternity leave cover to Round Square’s Digital Communications Manager, to 

include content-management of Round Square’s website and Social Media channels and 

production of a weekly e-newsletter. In addition, facilitate delivery of the Round Square 

International Conference 2021 (RSIC2021), co-ordinating event planning and logistics 

between five host schools and a central UK venue. 

Specification An excellent communicator and a capable and competent multitasker with strong technical 

skills, experience of digital creation and content management, combined with logistical skills 

relevant to event management of a large-scale student conference  

 

KEY TASKS  

TASK TARGET ACHIEVEMENT 

To maintain the main Round Square website, 

creating engaging new content and updating 

existing content as required  

Round Square has a powerful and enabling on-line presence that 

profiles and promotes the work of RS schools and develops and 

exercises our collective voice in promoting values-based learning 

and character education (Strategic Plan E4.1) 

To manage Round Square’s social media 

presence and day-to-day activities including 

promotion of schools’ activities 

Round Square’s social media presence is effective and 

appropriate in promoting the activities of RS schools, advocating 

online on topics of relevance to our network (Strategic Plan E3.1) 

To become an advocate of Round Square 

and its work in social media spaces, 

engaging in dialogues and answering 

questions where appropriate.  

Round Square’s profile is raised and enhanced. Round Square 

has a presence and an identity on social media that is well-

managed and which contributes directly to the delivery of its key 

communications messages (Strategic Plan E3.3) 

To reinforce protocols and ensure a clear, 

consistent brand identity for Round Square 

co-ordinating consistent messaging across all 

communications.  

The Round Square Brand is maintained, protected and proactively 

promoted within and by the RS network with consistent and 

appropriate messaging and nomenclature appropriate to the 

overall strategy of the organisation (Strategic Plan E1.2) 

To manage the integration of all 

communications across the organisation 

including supporting message development 

and dissemination. 

Consistent understanding of Round Square from clearer 

messaging and stronger commitment and direction. Creation and 

maintenance of a meaningful Round Square value system 

(Strategic Plan E1.2) 

 
 



TASK TARGET ACHIEVEMENT 

To co-ordinate organisation of the RSIC 

between the host schools, including steering 

and conference planning committee liaison and 

regular communication between schools 

The RSIC2021 is led by an organised, committed and engaged 

team drawn from across the host schools, with strong student 

engagement in all stages of the planning process and 

successful execution of the event. 

To liaise with central venues and plan and 

manage event logistics including airport 

transfers, accommodation, catering, central 

programming and onward transport 

Round Square’s relationship with central conference venues 

and associated logistics is well-managed with effective 

communication and logistical co-ordination between central 

venues and onward host schools 

To facilitate conference promotion and launch, 

including video production, development and 

communication of theme and programme 

content and creation of conference web site 

The RSIC2021 is launched to an agreed timetable with 

appropriate promotion and communication to build excitement, 

to support delegate schools in promoting participation and to 

encourage and facilitate registrations 

To support and promote the conference 

registration process, liaising with RS Member 

and Candidate Schools and their delegates 

The registration process for the RSIC2021 is well-managed 

and the conference is registered to capacity. Delegate 

information is shared with host schools in a timely manner    

To co-ordinate development and distribution of 

conference mailings to delegate schools in the 

run-up to the event 

Ongoing conference communications and post-launch 

information mailings are developed in conjunction with all host 

schools and distributed on time to an agreed schedule 

To execute delivery of an excellent conference 

experience for all delegates in September 2021 

A successful, inspiring and well-managed conference   

 
 
The above tasks do not represent an exhaustive list of duties and you will be expected to perform different tasks 

as necessitated by your changing role within the charity and its overall objectives. 
 

SKILLS/ ATTRIBUTES/ KNOWLEDGE/ EXPERIENCE 

Excellent written and verbal communications skills and ability to develop engaging online content 

Experience of social media and web site content management and development  

At least two years’ experience in a communications or event management role  

Experience of working with website content management systems and a willingness to embrace new platforms 
and systems 

In-depth knowledge and understanding of social media platforms and the online space including experience of 
publishing, managing and moderating social media platforms and of using social media tools and Google 
Analytics  

Strong technical skills generally (Wordpress or similar, Indesign and Excel skills preferred) 

An understanding of - and ability in - Search Engine Optimisation  

Attention to detail,strong team-working and problem-solving skills. 

Excellent analytical, administrative, organisational and negotiation skills. 

A high level of self-motivation and initiative. 

Educated at least to A-level standard or equivalent 

 
 

 


