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St Werburghs Community Centre 
Communications & Digital Marketing Officer
Job Description & Person Specification
Main purpose of the job:
As Communications & Digital Marketing Officer you will be responsible for broadening the audience and reach of the organisation and generating additional income for the charity via campaigns and fundraising events.  You will create and manage output and content across a wide range of channels and platforms ensuring a cohesive, friendly and professional provision to all stakeholders including centre users, members, local residents, staff, trustees and funders.  You will also promote our services and projects in accordance with our Digital Marketing Strategy and individual funders’ guidelines. The appointed person will support the Centre Director in promoting the organisation and work with the Director and Finance & HR Manager in setting targets and budgets for fundraising campaigns and events. 
Salary: Between £24,313 - £25,295 pro rata depending on experience (£9,725-£10,118 for 15 hours).
Hours: 15 hrs per week - flexibility on how this is delivered to fit the needs of the organisation and the individual appointed. (Some evening and weekend work will be required).
Start Date: April 2022.  

Probationary period: 3 months
Accountable to: Centre Director
Accountable for: volunteers, where appropriate.
Based at: St Werburghs Community Centre, Horley Road, Bristol, BS2 9TJ
Benefits: 


Training

BUPA Employee Assistance Programme 

Nest Pension scheme 

Generous annual leave

Company sick pay

Summary of the organisation and role 
St Werburghs Community Centre is one of Bristol’s busiest and most loved community buildings. It offers a range of meeting rooms and event spaces within its beautiful Victorian building and the modern eco-friendly annexe. 
We are seeking a self-motivated individual to fulfil this position who enjoys working towards set targets and can work both collaboratively and independently with minimal supervision.   

The Centre is entering a period of growth and change so this is an exciting opportunity for an experienced and skilled individual to play a lead role in helping us develop and maintain our Marketing & Communications functions to deliver our vision. We would expect the appointed person to carry out their work in a professional manner, in the best interests of the organisation. 

Tasks

· To act on behalf of St Werburghs Community Centre as Communications & Digital Marketing Officer, to increase awareness of the range of support, rooms, projects and services we offer. 
· To identify ways to enrich and expand our audience, thus broadening the reach of St Werburghs Community Association.
· To create publicity, posters, leaflets, social media posts, regular promotional materials for our events and projects.

· To implement, monitor, evaluate and maintain the organisation’s Marketing & Communications Strategy.
· To develop a categorised networking and media contacts database.
· To maintain and increase the following of the Centre’s online platforms, to include our Mailchimp Newsletter and social media platforms (Facebook, Twitter, Instagram, YouTube, LinkedIn).   Producing and managing content across a range of channels and platforms.
· To develop the website as a tool to engage more stakeholders.
· To represent the Centre face to face (attend fundraising and networking events and meetings, hosting a stall or distributing our publicity) as required.  
· To ensure the Centre is represented in the local media through creation of engaging case studies, campaigns and press releases, according to our funding guidelines.
· To work with the Team to develop and manage fundraising campaigns and events to meet set targets (crowdfunding, individual memberships, community fundraising and social events);  
· Hold responsibility for the implementation of branding specifications across the organisation, ensuring consistency and adherence to any funder requirements. 
· Support internal communications, taking responsibility for organising Team Meetings, taking notes and following up on actions, where relevant to Marketing and Comms.
· Ensure all communications are delivered in a friendly and professional manner – appropriate to the target audience.
· To undertake any other duties as may from time to time be required.

· To work within St Werburghs Community Association’s Health and Safety, GDPR, Safeguarding, Sustainability and Equal Opportunities Policies.  
Person Specification
Passionate about the work of St Werburghs Community Association and the positive impact effective Marketing and Communications can have in delivering our overall vision.

Essential

· Experience working in a Marketing & Communications or similar role. 
· Relevant training/qualifications in Marketing, Communications, Media Studies, or similar. 

· Can demonstrate relevant experience of effective use of a range of Marketing & Communications tools to reach and grow an audience.
· Excellent IT skills including Microsoft Office, Canva, Google Drive, CMS systems, and working knowledge of CRM systems.

· Excellent communication skills including copywriting for a range of audiences using different platforms. Delivery of verbal and face to face communications across digital and live platforms. 
· Competent skills in multimedia content creation – including basic video, images, and audio.
· Can demonstrate a commitment to friendly and professional communications across a wide range of audiences.
· Experience of monitoring and evaluating data. 

· Must be reliable, well organised and prompt, have the ability to prioritise their own workload and be proactive.
· Committed to the aims and values of the organisation.
· Ability to take the lead in developing & maintaining the Centre’s Marketing & Communications, working with, managing and commissioning third parties, e.g. web agencies, design agencies, printers, etc. 
Desirable

· Experience of fundraising or using Marketing & Communications to generate additional income, using digital marketing channels - social media, PPC, SEO, etc. 
· Experience of working to targets and within budget constraints. 
· Experience of working in the charity sector.

· Knowledge of and contacts within the local community, press & media.
· Willingness to learn new skills as appropriate.
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