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Gordon’s School

Commercial Co-ordinator – Job description

Reports to:	Head of Commercial 
Hours: 	25 hours per week, 52 weeks of the year 

Main Purpose of the Job

We are seeking an enthusiastic and highly organised individual to join our Enterprise team to help grow and coordinate Gordon’s School’s commercial activities. This part-time, role focuses on planning, marketing, and supporting the delivery of our new day and residential holiday camps, alongside administrative support for lettings and wider commercial ventures.

Duties and Responsibilities
Holiday Programme Co-ordination
· Support the planning, promotion and delivery of Gordon’s School summer programmes.
· Manage all bookings, logistics and parent communications.
· Liaise with internal teams (Estates, Housekeeping, Catering, Letting Supervisor) to ensure smooth operations.
· Coordinate staffing and on-site arrangements and ensure the School’s safeguarding processes are followed.
Commercial Administration & Lettings
· Provide admin support for school facility lettings as required.
· Ensure all letting documentation is up to date.
· Assist with the operational management of commercial fixtures and events.
· Compile monthly financial reports as required for review meetings with the Head of Commercial.
· Help to identify areas of commercial growth and opportunity. 
· Work with internal teams to ensure venues are ready and supported.
· Support development of new commercial income opportunities.
General
· Maintain accurate records and ensure compliance with safeguarding and health & safety.
· Provide regular updates to the Head of Commercial.
· Maintain forecasting reports tracking shortfalls and gains versus budget.
· Assist with the hosting of potential clients.
· Represent the school professionally in all communications.
· Assist with maintaining and posting on the Enterprise website and social media channels.
The above list of duties and responsibilities is not exhaustive and may be altered from time to time.
Person Specification
Qualifications and Experience:
· Proven experience of working and running events
· Proven experience in commercial sales
· Experience of facilitating and maintaining commercial relationships
· Familiarity with database management
· Experience within the leisure industry.
Personal skills:
· Strong communication and interpersonal skills
· Ability to build and maintain relationships
· Able to manage multiple tasks and meet deadlines.
· Commercial awareness and the ability to achieve results.
· Able to work independently but know when to consult as appropriate.  
· Excellent organisational skills.
· A team player: agreeable and able to work seamlessly with others and towards the school’s aims
· A positive can do attitude.
· Growth mindset.
· Ability to model a customer-focused attitude.
· Effective networking skills.

Gordon’s School is a State Boarding and Day School and is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment – applicants must be willing to undergo appropriate screening including a DBS check.
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