[image: ]	




	Job Description

	Job Title:
	Marketing and Communications Manager
	Grade:
	Manager

	Department:
	Income Generation & Partnerships
	DBS Required:
	Standard

	Reports To:
	Director of Services & Development
	Location:
	Harborne (with hybrid/community working as required)

	Contract Type:
	Permanent/Fixed Term
	Hours Per Week:
	35

	
	
	
	

	Management Responsibility (delete if not applicable)

	Direct Reports:
	None

	Indirect Reports:
	May coordinate marketing or communications volunteers, where agreed.

	Budget Responsibility
	Monitor agreed marketing, communications and campaign expenditure and manage suppliers within delegated authority and Focus Birmingham's financial procedures.



	Purpose of Role

	To take day-to-day ownership of Focus Birmingham's marketing and communications activity, translating the organisation's agreed strategy and priorities into coordinated, creative, accessible and measurable delivery.
The postholder will be a hands-on marketing and communications professional, personally planning and delivering website content, social media, campaigns, email communications, PR, storytelling and brand activity. Working collaboratively across Focus Birmingham, the role will raise awareness of our services and impact and provide effective marketing support to fundraising, recruitment, volunteering, partnerships and service development.

	Key Outcomes of the Role

	
1. Increase awareness and understanding of Focus Birmingham, its services and its impact among service users, supporters, partners, funders and the wider community.
2. Deliver an agreed annual marketing and communications plan and integrated campaigns that support organisational priorities.
3. Grow relevant audience reach and engagement across the website, social media, email and other agreed channels.
4. Strengthen Focus Birmingham's reputation through consistent brand management, accessible communications, compelling stories and positive media activity.
5. Provide effective marketing support that contributes to fundraising, service referrals, recruitment, volunteering and partnership objectives, working with the colleagues who own those outcomes.
6. Use analytics, audience insight and campaign results to demonstrate impact, recommend improvements and inform future delivery.
7. Ensure communications consistently reflect Focus Birmingham's values, tone of voice, accessibility standards and equality and inclusion commitments.



	Key Responsibilities

	The postholder manages the day-to-day marketing and communications function and delivery plan. Organisational strategy and the substantive outcomes of fundraising, recruitment, volunteering and service delivery remain owned by the relevant directors and managers.
Planning, coordination and professional ownership
· Translate the organisation's agreed strategy, priorities and objectives into an annual marketing and communications delivery plan, recommending improvements based on evidence and audience insight.
· Act as Focus Birmingham's lead professional for day-to-day marketing and communications, providing practical advice, coordination and quality assurance across the organisation.
· Maintain forward plans, campaign schedules and content calendars so that activity is coordinated, timely and achievable.
· Work with teams across the organisation to agree briefs, audiences, messages, channels, responsibilities and measures of success for priority activity.
· Balance planned work with responsive communications, managing competing requests and escalating significant conflicts or risks to the Director of Services & Development.


	Content, campaigns and digital communications
· Personally plan, create, schedule and evaluate engaging content for the website, social media, email marketing, newsletters, publications and promotional materials.
· Plan and deliver integrated campaigns across appropriate digital, print, PR, event and community channels.
· Maintain and improve website content, ensuring information is accurate, current, engaging, accessible and optimised for search engines.
· Develop stories, case studies and impact content that demonstrate the difference Focus Birmingham makes, securing appropriate consent and protecting dignity and confidentiality.
· Create or coordinate suitable photography, video, graphics and other multimedia content, using external support where agreed.
· Apply good practice in SEO, email marketing, social media and digital content management to improve relevant reach, engagement and conversion.

	Brand, accessibility and public relations
· Manage the day-to-day application of Focus Birmingham's brand, values and tone of voice, supporting colleagues to communicate consistently.
· Ensure communications are inclusive and accessible, reflecting the needs of people with sight loss and complex disabilities and complying with agreed accessibility standards.
· Lead routine PR activity, including drafting press releases, identifying media opportunities and building constructive relationships with local media and community partners.
· Identify and promptly escalate sensitive, contentious or reputational matters to the appropriate senior leader, supporting an agreed response where required.

	Fundraising and organisational support
· Work closely with fundraising colleagues to develop and deliver marketing support for appeals, events, community fundraising, supporter engagement and corporate partnerships.
· Support recruitment, volunteering, service development and referral activity through targeted campaigns and high-quality communications.
· Agree the contribution expected from marketing activity and evaluate the results jointly with the colleague accountable for the underlying fundraising, recruitment, volunteering or service outcome.
· Represent Focus Birmingham professionally at relevant events, networking opportunities and community activities, including delivering presentations or awareness sessions where appropriate.

	Performance, budget and supplier management
· Set appropriate campaign measures using available baseline data and agreed organisational priorities.
· Monitor website, social media, email and campaign performance using relevant analytics and audience insight, identifying practical opportunities for improvement.
· Provide concise quarterly performance reports and contribute evidence for organisational, fundraising and governance reporting as required.
· Monitor agreed marketing and campaign expenditure, obtain quotations and manage agencies, designers, printers and other suppliers within delegated authority and procurement requirements.
· Coordinate and provide appropriate direction to marketing or communications volunteers, interns or placements where agreed; the post currently has no direct employee reports.
· Maintain appropriate records, permissions, licences and data in line with GDPR, copyright requirements and organisational policies.




	Person Specification

	Essential
Experience
· Substantial practical experience in a marketing, communications or digital content role, including independently planning and delivering campaigns across multiple channels.
· Experience personally creating high-quality written and digital content for different audiences and purposes.
· Experience maintaining website content through a content management system and managing organisational social media channels.
· Experience using analytics and campaign data to evaluate performance and improve future activity.
· Experience coordinating several projects, deadlines and stakeholder requirements with limited supervision.
· Experience working collaboratively across teams and managing relationships with external suppliers or partners.

	Knowledge
· Marketing and communications principles, including audience segmentation, campaign planning, content development and evaluation.
· Digital marketing practice, including social media, email marketing, website content management, SEO and online engagement.
· Accessible and inclusive communications, with an understanding of how content can be made usable by people with different access needs.
· Brand management, copyright, consent, GDPR and responsible use of personal stories and images.
· Equality, diversity and inclusion and their practical application to communications.

	Skills and competencies
· Excellent written and verbal communication, copywriting, editing and storytelling skills, with the ability to adapt tone and content for different audiences.
· A creative but evidence-led approach, combining strong ideas with clear objectives and measurable delivery.
· Strong planning, organisation and project management skills, including the ability to prioritise and negotiate realistic timescales.
· Confidence using website, social media, email marketing, analytics and content creation platforms, with the ability to learn new systems quickly.
· Sound judgement, including knowing when sensitive, reputational or safeguarding-related communications require escalation.
· Strong relationship-building skills and the confidence to advise and constructively challenge colleagues at different levels.
· Ability to work with a good level of autonomy while remaining accountable for agreed plans, standards, budgets and outcomes.
· Commitment to Focus Birmingham's values and to producing communications that are accessible, respectful and person-centred.

	Desirable
· A relevant marketing, communications, digital marketing or public relations qualification, or equivalent professional development.
· Experience in the charity, health, disability or social care sector.
· Experience supporting fundraising, supporter engagement, service referrals, recruitment or volunteer campaigns.
· Experience producing or commissioning graphic design, photography and video content.
· Experience coordinating volunteers, interns or placements.



	Standard Requirements of all positions

	All employees are expected to:
1. Be flexible in their duties and responsibilities and may be asked to perform other duties which reasonably correspond to the general character of their job and level of responsibility.
2. Promote and safeguard the welfare of adults and children at risk
3. Maintain confidentiality of data and information that is sensitive to the Organisation, in line with policy and GDPR
4. Maintain personal and professional development activities to meet the changing demands of their role
5. Ahere to all Focus policies
6. Take a proactive approach to managing their own and others Health and Safety in line with requirements and Focus procedures.


		Equality, Diversity and Inclusion

	
At Focus Birmingham, we are committed to equality, diversity and inclusion. We value the unique experiences, perspectives and strengths that people bring and believe this makes our organisation stronger. We welcome applications from people of all backgrounds and are committed to creating a workplace where everyone feels respected, included and able to thrive.
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