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	Job Description/

Person Specification


Marketing & Communications Officer
Responsible To:

People and Development Lead 
Location:


Newport 
Salary:


FTE - £23,000-£26,000
Hours:



FTE 35 hours per week, but part-time will be considered
Kaleidoscope Project is a pioneering substance misuse treatment provider, across the whole of Wales, Greater London, Shropshire and the North West of England. We offer evidence based treatment and holistic support to individuals who access our services.
Role Purpose:
This standalone role will support our exciting programme of growth so that we can continue to support people with Drug, Alcohol and Mental health issues to have a brighter future in their communities.
With a direct report into the executive team, the post holder will play a key role in the development and implementation of our marketing and communications strategy to raise awareness of Kaleidoscope and our services. This is an exciting time to join our small but focused team with ample opportunities to make your mark and lead on high profile projects and campaigns.

Key Duties and Responsibilities: 
· Lead on implementation of the Kaleidoscope marketing and communications strategy
· Responsible for the creation and design of the annual report

· Creation of company branding and identity both internally and within the market place

· Support in bid-submission ensuring consistency, proof reading and brand awareness

· Support the bid writing team in exploring marketing/ brand awareness activities and community engagement initiatives in target localities
· Support the CEO to write a regular blog

· Support Kaleidoscope staff and volunteers to make effective use of the brand

· Lead on copy-writing and production of marketing materials and key publications

· Manage the monthly internal staff and external marketing electronic newsletters, including sourcing content and images and using newsletter software to distribute it
· Develop, manage, update and write content for the Kaleidoscope and associated  website pages 
· Work with the People and Learning department to develop internal communication initiatives including employee of the month, annual staff awards, on-line community forums and competitions

· Support the implementation of a social media strategy, including auditing administration of social media accounts 
· Report back on web metrics (i.e. user traffic, online mentions, social media statistics) and analysis of this data for social media use going forward
· Promote the use of internal communication systems, ensuring the use of Skype, conference-calling and other communications media is utilised where possible
· Work with the ICT group to identify and develop opportunities for improved internal and external communications, using new technologies 
· Plan, organise and promote conferences and events both internal and external facing 
· Provide creative, editorial and operational support for key projects and campaigns

· Build the profile of the charity through local and regional media, forums and networking groups 
· Identify key media contacts and build and maintain contacts

· Work with colleagues across services to identify media opportunities 

· Identify and liaise with preferred suppliers such as agencies, design, and print production teams
· Carry out any other duties commensurate with the general level of responsibility of the post

Person Specification: 

	
	Essential
	Desirable

	Qualifications and training


	English Language Grade C GCSE or equivalent.

Relevant experience in Marketing & Communications.

Qualification in Marketing & Communications or related subject 

Proficient in using social media marketing & communications across key platforms (Facebook, Twitter, Linked In etc).

Proficiency in word processing including Word, Access & Excel.

Knowledge of general office procedures.


	Experience gained in the charity sector.
Experience of data entry.

Professional membership status with an organisation such as CIM or related field 

	Skills and abilities


	Proven track-record of building strong working relationships with a wide range of people – internally and externally. 

Demonstrable experience of copy writing/ proof reading ability 

Eye for design and ability to produce in-house marketing materials as required.

Excellent written and oral communication skills.
Demonstrable networking and relationship building skills 


	Experience of analysing data and compiling detailed reports.

	Experience/ Knowledge
	Experience of working to tight deadlines and in a fast-changing environment. 
Experience of campaign development and management to support brand awareness and fundraising goals.

Experience of drafting new releases and liaising with media to secure coverage. 


	Experience of devising communication strategies on modest budgets.

Previous experience of working within the substance misuse field.


	Personal effectiveness


	Excellent organisational skills and a proven ability to manage time effectively.

Commitment to delivering service excellence.

Good interpersonal skills.

	Commitment to learning and professional development.



	Circumstances


	Commitment to support Kaleidoscope’s vision for the service

Full driving licence and ability to travel to organisation bases and event localities 
Flexibility of working times. 


	

	Diversity


	Ability to work effectively with people regardless of their ethnic, cultural, social backgrounds, their gender, age, religious belief, disability or sexual orientation.


	


