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Job Title:	Marketing & Communications Officer
Contract:	20 hours per week 
Responsible to:	 Policy & Public Affairs Lead
Salary Range:	£25,491 rising to £26,486. Full Time equivalent. 
Location:	Blended working model. Includes home-working and in-person work at events and meetings. Your base will be our office at Norton Park, 57 Albion Road, Edinburgh, EH7 5QY.

Overall purpose of the role:
To be responsible for Into Work’s marketing and social media activity. This includes the day-to-day management of the organisation’s social media accounts and website. Producing digital and print marketing materials for internal and external communication. Responsible for maintaining and promoting the Into Work brand both internally and externally. Playing an important part in supporting Into Work to achieve its strategic objectives through increasing presence and influence. 

Responsibilities:
Content Creation:
1. Create engaging social media content for a range of audiences across different platforms to promote Into Work’s services, training courses, vacancies, achievements, and client stories.
2. Write engaging copy for social media, website, and press releases. 
3. Develop and create digital and print marketing materials as per the needs of different projects and services, including graphics, leaflets, and posters. Maintain and review existing materials to ensure they remain accurate and up to date. 
4. Coordinating Into Work newsletter, including writing copy and liaising with managers and project leads to collate relevant content.
5. Ensure all Into Work communication is inclusive and accessible. 

Stakeholder Engagement:
1. Adhering to our strategic goal of raising presence and influence, ensure that we are always delivering a consistent Into Work message that is empowering of disabled people, and aligns with the social model of disability. 
2. Ensure our social media and marketing activity is driving consistent relevant traffic to our website.
3. Identify new opportunities to encourage engagement with the organisation and create innovative ways to reach existing and potential clients, stakeholders, and partners.




  Website:
1. Ensure the website is updated with new client stories, quotes, and information about Into Work’s projects, services, staff, directors, and other relevant information, including information relating to staff and board changes. 

2. Work with our website developer around design and structural changes.

Monitoring and Evaluation:
1. Produce reports to demonstrate the impact of Into Work’s marketing activity, across social media, website, and newsletter. 

2. Monitor and evaluate website performance and analytics and react as necessary.

Collaboration:
1. Collaborate with Into Work project leads and colleagues to outline and implement social media calendar and activity, and to gather new client stories, articles, statistics and news for social media, website, and newsletter.

2. Coordinate photography sessions for a range of purposes, including photos of clients, staff and volunteers, photography at events, and photos depicting our services.

3. Maintain Into Work’s photo image and client stories database in line with GDPR regulations, including regularly reviewing permissions from staff, clients, and volunteers.

4. Responsible for managing adherence to Into Work brand guidelines by staff, partners and other external organisations. Including the supply of appropriate guidance and materials. 

Internal Communications:
1. Create documents and presentations to brand guidelines, including letterheads, forms, and presentation guides that can be used to promote Into Work to a wide range of audiences.

2. Create, review and update email signatures and business cards.

3. Regularly review and update Into Work brand guidelines.

4. Create materials for service delivery for frontline staff, including workbooks.

5. Coordinate training for Into Work staff around the implementation of brand guidelines and around accessible, inclusive communication.

Events:
1. Coordinate and assist with coordinating Into Work events as necessary.

2. Provide communication and marketing support at events, including materials and content for future promotion as well as at the event itself.

3. Represent Into Work at various events.



General
· To promote and undertake all work activities in line with Into Work’s values.
· To attend and contribute to team and organisational meetings as required.
· To comply with Into Work policies and practices, following procedures as required.


Other

The above is not an exhaustive list of duties. You will be expected to perform different tasks as necessitated by the requirements of Into Work. The duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.

Such variations are a common occurrence and would not themselves justify reconsideration of the grading. As a result of such variations, it may be necessary to update this job description from time to time.


Line Management:
The Marketing & Communications Officer reports to the Policy Lead, regarding day-to-day work activities.
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Person Specification:

Essential Skills and Experience

Technical:
1. Demonstrable experience in marketing, communications, or a similar role.
2. Knowledge and experience of managing relevant social media platforms (Facebook, LinkedIn, BlueSky)
3. Creative flair: the ability to create engaging content for a variety of media.
4. Knowledge and experience of graphic design and video packages, e.g. Canva, Adobe Creative Suite (Photoshop, InDesign, Illustrator), Bitesize, Vimeo.
5. Knowledge and experience of email marketing, e.g. Mailchimp or similar.
6. Knowledge and experience of web content management system, e.g. WordPress or similar.
7. Knowledge and experience of collating and analysing data and compiling reports.
8. Knowledge and experience of Microsoft packages and IT systems.

Personal:
1. Strong interpersonal and communication skills, including both oral and written communication skills.
2. Good planning and organisational skills, with the ability to prioritise and work to deadlines, managing a full and varied workload.
3. Self-motivated with the ability to self-manage, work independently, and use own initiative.
4. The ability to work collaboratively as part of a team.

Desirable Experience

1. Qualification or recent relevant training in marketing, social media or a related discipline.
2. Lived experience of disability, neurodivergence or long-term health condition.
3. Presentation or training delivery skills.
4. Experience of using video editing packages, e.g. Adobe Premier Pro, Final Cut.
5. Knowledge of third sector communications and marketing. 
6. Knowledge of accessibility features and accessible communications. 
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