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JOB DESCRIPTION  

JOB DESCRIPTION
	SECTION IDENTIFICATION
Job Title:

Responsible to:

Grade / Salary: 

Hours:

Department:

Location/Base: 
	Marketing and Communications Manager
Chief Executive
Hospice Band 6 – £25,528 per annum
37.5 hours 
Marketing and Communications
Hospice – Nottingham

	

	SECTION 1 – JOB SUMMARY
The post holder  is responsible for all aspects of the Hospice’s Public Relations, Communications and Marketing activities, raising the profile of its work, ensuring that the positive image of the Hospice is maintained and supporting the growth of income generation.

The post holder in conjunction with the Marketing and Communications Assistant will be responsible for ensuring that brand guidelines are followed increasing awareness of the work of the Hospice.
The post holder will be responsible for the maintenance and development of the Website, maximising opportunities to promote all aspects of service delivery, volunteering, fundraising and retail.  Tasks require a strong attention to detail and ability to work under tight deadlines.
The Marketing and Communications Team will be responsible for the production of all internal and external copy, the use of social and digital media and negotiation with any external contractors or  suppliers. 


	

	SECTION 2 - ORGANISATION CHART/ ACCOUNTABLITY

Chief Executive

↓
Marketing & Communications Manager
  ↓
Marketing and Communications Co-ordinator
 ↓
Volunteers


	SECTION 3 - KNOWLEDGE, TRAINING, AND EXPERIENCE REQUIRED
· Ability to work under pressure and to deadlines as part of a team.
· Ability to effectively problem solve and prioritise.

· Educated to Degree Level or equivalent in Marketing/Public Relations/Communications.

· Supervisory experience of volunteers or staff.

· Forward planning and time management skills essential.

· Previous experience of developing and implementing a Marketing and Public Relations Strategies.
· Ability to work on own initiative, bringing innovation and creative ideas to the organisation



	SECTION 4 - SKILLS REQUIRED

· Excellent communication, organisational and interpersonal skills. 
· Excellent organisational skills and ability to prioritise tasks, work under pressure and meet deadlines

· Skills in outbound digital marketing

· Email marketing skills

· Ability to liaise with a wide range of personnel at all levels.

· Highly developed skills relating to the role and use of social media in a commercial or professional environment.
· Positive, friendly, calm, professional and helpful disposition.

· Must be flexible and be prepared to work outside normal office hours.

· The ability to think logically, use initiative and work without supervision.

· Time management skills to balance a planned calendar of work alongside impromptu opportunities or organisation demands.


	SECTION 5 - MAIN DUTIES AND RESPONSIBILITIES OF THE POST
· Working together with the Corporate Management Team, develop and implement a Marketing Strategy that supports the brand and the need for raising awareness at the same time actively contributing to income generation.
· Recruit, develop and manage a team of volunteers to support the Communication and Marketing strategy

· Line Manage and develop the Marketing and Communications Co-ordinator

Hospice wide communications and marketing

· Implement best practice for all aspects of marketing the work of the Hospice.

· To design, implement and evaluate all direct marketing campaigns and activity working with Care, Retail, Fundraising or Volunteer teams.

· To oversee the ongoing development of the database as a tool for marketing, communications and promotional activity.
· To work with the Corporate Management Team and Human Resources Manager to develop effective internal communications. Ensure all communication mediums are reviewed regularly.
· To advise the Chief Executive and the Corporate Management Team on communications opportunities and risks
· To work closely with the PA/Corporate Services Officer to ensure all aspects of the role are in line with company policies and procedures.

· Work closely with the Chief Executive to ensure Communications fully support the targets set by the Organisation to underpin planned development 
· Provide reports to the Chief Executive on analysis carried out on the website statistics and trends as and when required.

Social and Digital media
· Develop content for the Hospice social media accounts including Facebook, Twitter and LinkdIn

· To be responsible for developing, writing, editing and updating copy, planning layout, checking ongoing accuracy and relevance and ensuring consistency in message tone and timeliness of content for the website and other digital media as required and ensuring accurate and timely information.
· Develop and deliver a planned communications programme that maximises opportunities to increase the Hospice’s profile, locally and nationally through social media.
· To be responsible for identifying and prioritising the increasing digital marketing opportunities. This will include managing the use of Social Media to support the Hospice Strategy and taking responsibility for managing digital marketing projects, ensuring that they are delivered within budget and scope.
· To be responsible for the development and maintenance of the Website by liaising with the CMS provider to exploit existing functionality, scope and deliver new functionality when appropriate and to maintain site standards.
Departmental relationships

· To develop and deliver project plans with the Fundraising Team to maximise opportunities to promote forthcoming events and income generation.

· To develop and deliver project plans with the Retail Manager and Lottery Team to promote these areas of the business.

· To develop and deliver project plans with the Care Services teams to ensure that leaflets and content which reflects services and outcomes achieved.
· To engage and deliver project plans with Carers and Bereavement Services to ensure maximum impact of their services and key events such as Forget Me Not Day and Light up a Life.
· Assure web-based information is archived for future needs and reference.

· Generate monthly e-Newsletter and maintain subscriber database (currently MailChimp)
Media Relationships

· To manage, and oversee all appropriate publications and communication materials, ensuring that the copy and creative concepts, conform to brand guidelines and are fit for the audience purpose.
· To identify newsworthy activities and develop and evaluate a Public Relations plan accordingly.
· To drive forward Nottinghamshire Hospice’s exposure on TV, Radio and new media.

· To crisis manage any potentially damaging media stories.

· To develop strong relationships with key stakeholders in local media for the strategic benefit of the Hospice
Public Relations

· To develop and manage Public Relations events for all departments.
· To act as the Hospice’s Social Media expert: reviewing, implementing and evaluating the Social Media strategies and policies.
· To be responsible for leading on and co-ordinating national campaigns such as Hospice Care Week and Dying Matters Week.
· To establish effective recording systems for information, monitoring and evaluating all media and marketing activities.

· To research and identify new opportunities and initiatives to be added to the portfolio considering market trends, competitor and supporter intelligence and present business cases for approval, therefore meeting targets / initiatives set.
· To manage the overall look and feel and content of the Newsletter generated twice a year and evaluate effectiveness.
· To ensure the Hospice brand is recognised on all leaflets, signage and promotional material throughout the organisation is kept up to date.
· To proactively work with all forms of local media to raise brand awareness.



	

	SECTION 6 - THE PERSON SPECIFICATION



	ESSENTIAL
· Minimum of 2 years’ experience within a Marketing/Communications/Public Relations / Website Management related role.
· Educated to Degree Level or equivalent in Marketing/Public Relations/Communications. Experience of Social Media in a business setting.
· Computer skills – must be experienced in the use of Microsoft Word, Excel, Outlook e-mail, Powerpoint and Databases.
· Excellent command of the English language verbally and strong writing/editing skills.
· Excellent communication and interpersonal skills.

· Proven ability to use initiative.
· Self-starter with proven ability to use initiative.
· Excellent organisational skills with the ability to work calmly and methodically when under pressure from a busy and varied workload.
· Passion to provide a good user experience, good content and to a passion to convert readers into advocates of the hospice.
· Must be flexible to the needs of the post as this may require working outside of normal working hours.

· Experience of working in a people related environment and demonstrates strong interpersonal and listening skills.
· Demonstrates an understanding of the importance of confidentiality.
· Willingness to participate in training and updates.

DESIRABLE
· An understanding of computer network operations.
· Understanding of digital marketing.
· Understanding of fundraising principles. 
· Copywriting experience within a commercial environment.

· Experience of line managing a team.
· Html and Photoshop skills.
· Knowledge and experience of Wordpress
· Knowledge and experience of website management
· Keen eye for design and experience of Adobe Photoshop



	SECTION 7 - WORKING CONDITIONS /  EFFORT

· Working at a VDU/PC for some part of the role.
· Travel to external meetings.
· Requirement to occasionally work outside normal office hours.
· Constant interruptions with staff enquiries and telephone calls. 
· Liaise effectively with all levels of staff.
· Communication within team and other agencies as necessary.
· Sitting in same position for periods of time.

· Exceptionally busy workload.

· Based in historic building therefore lift not available. 

· Requirement to exert physical effort when dealing with setting up of events.

	SECTION 8 - COMMITMENT TO HEALTH AND SAFETY, CONFIDENTIALITY AND EQUAL OPPORTUNITIES

HEALTH AND SAFETY / SECURITY

It is the duty of every employee to work in such a way that accidents to themselves and to others are avoided, and to co-operate in maintaining their place of work in a tidy and safe condition, thereby minimising risk.  Employees will, therefore, refer any matters of concern through their respective line managers.  Similarly, it is each person’s responsibility to ensure a secure environment and bring any breaches of security to the attention of their managers.
INFORMATION GOVERNANCE
Nottinghamshire Hospice is required to maintain compliance with the NHS Information Governance Toolkit.  All staff must ensure compliance with the requirements for information management and security.  Should a breach occur all staff are required to report it immediately to their Line Manager and the Data Protection Legislative Controller.
INFECTION CONTROL

Nottinghamshire Hospice has its own policy for Infection Control.  All staff must keep up to date with the new policies and subsequent implementation in practice.

All staff must contact the Clinical Services Manager or their line Manager if they are suffering from any form of infection with may put patients and other staff at risk. 

NO-SMOKING POLICY

From 1st July 2007 the law prescribes that employers can no longer allow employees to smoke in “smoking rooms” and employers can no longer segregate smokers and non-smokers within the building.  The organisation is now enforcing this policy.

The organisation has developed this policy in consultation with its stakeholders to help assist and providing a safe, healthy and comfortable environment for its employees, customers and any other visitors to its premises.  

The policy complies with the health bill and applies to staff at all levels.  The Building Supervisor is responsible for implementing and maintaining the policy on behalf of the Chief Executive.

The policy applies to all visitors and patients and will also apply to company vehicles.  Employees who smoke may want to take the opportunity to give up smoking and every support will be given by the employer to support this process.  If you want further help or information on how to stop smoking, you can access information from NHS website www.nhsdirect.nhs.uk 

EQUAL OPPORTUNITIES

Nottinghamshire Hospice has given its full commitment to the adoption and promotion of the key principles of equal opportunities contained within current legislation and Equal Opportunities Policy.

All staff hold personal responsibility for the application of this policy on a day-to-day basis and should not undertake any acts of discriminatory practice during the course of their employment. Similarly all staff have a responsibility to highlight any potentially discriminatory practice to their line manager, trade union/professional associations.

Copies of the Equal Opportunities Policy are available in the Personnel Policies and Procedures file.

PERFORMANCE REVIEWS

The Hospice is committed to regular performance appraisal (including setting objectives for review annually) and agreement of personal development plans for all staff to enhance their ability to fulfil the requirements of their post. 


	SECTION 9 - CONFIDENTIALITY AND FREEDOM OF INFORMATION
Information relating to patients records, diagnosis and/or treatment of patients, staff records, or information concerning contracts, tenders and other commercially sensitive matters etc. are considered to be confidential and must not be divulged without prior authority other than in accordance with the provisions of the Policy on raising concerns about Health Care Services as may be amended from time to time.  Breaches of confidentiality will result in disciplinary action, and may result in dismissal.  Managers are also required as a condition of this Contract to represent the views of the Hospice in any dealing they may have with employees, their representatives, the media, general public or other organisations in which he/she may come into contact.  In addition to the above confidentiality requirements you must also comply with all aspects of the law concerned with information handling.  For this purpose, the relevant legislation is the Freedom of Information Act 2000.  This Act places a legal duty on all staff to comply with the rights of the public to access information.  Any altering, destroying or concealing of information held by the Hospice with the intention of preventing the legitimate disclosure of all or part of that information will result in disciplinary action, and may result in dismissal.

	

	10.    JOB DESCRIPTION AGREEMENT

Completed by: Emily Reece, Human Resources Advisor
        Authorised by: ……………………………………   Date: September 2015
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This job description is a guide to the duties you will be expected to perform immediately on your appointment.  It is not an exhaustive list, and such duties may well be altered from time to time to meet changes in the Hospice’s requirements.  Any such changes will be commensurate with the grade of the post and will be discussed with the post holder prior to the changes being made.




Marketing and Communications Manager Job Description – September 2015 (V3)


