Hear for Norfolk
(the operating name of Norfolk Deaf Association (NDA))

Job Description

Job title: 		Marketing and Communications Officer

Accountable to: 	Chief Executive Officer

Hours of work: 	24 hours per week (flexibility is required to attend meetings/events outside normal office hours)

Salary:		£14.00 - £15.50 per hour depending on experience

Place of work:	14 Meridian Way, Meridian Business Park, Norwich, NR7 0TA

Job purpose:	
The Marketing and Communications Officer, working very closely with the Executive Assistant, will support the Chief Executive Officer to deliver creative and impactful marketing strategies, materials and communications for the whole organisation that grows our brand and supports income generation.

As Marketing and Communications Officer, you will assist in all areas of marketing,
communications and PR, helping to deliver on a range of reactive and strategically planned opportunities for both internal and external audiences for use in print, media and online.

The postholder will be responsible for maximising income from fundraising activities, such as individual donors, Friends of Hear for Norfolk, community fundraising and sale of Hearing Loss Awareness Training.

A personal awareness and empathy of hearing loss and an understanding of the
charity sector would be desirable, however not essential.

Core duties:
· To create print and/or digital graphics and videos for events, campaigns, promotional activities, reports, presentations, website and social media channels, with consistent quality and on brand.

· To support colleagues within the team and across the organisation to bring creative ideas to life through high quality design and content creation for service leaflets, fliers, timetables and impact reports.

· To keep design templates up to date for online and offline marketing materials.

· To co-ordinate with external agencies with design and print work as directed.

· To effectively use the Graphic Design and Microsoft Office applications to deliver
impactful and innovative content from conception to completion.

· To create and effectively use the Brand Guidelines.

· To support with the creation and scheduling of digital activity across Hear for Norfolk’s digital channels including social media.

· To be responsible for the marketing of the Hearing Loss Awareness Training to various organisations and individuals and take ownership of relevant bookings.

· To be responsible for increasing the membership and the administration of Friends of Hear for Norfolk scheme, and the stewardship of individual donors.

· To be responsible for organising community-based fundraising activities and events (i.e. Friends of Hear for Norfolk bi-annual events, supermarket collections, coffee mornings, etc.), as and when appropriate, and for monitoring and evaluation of their effectiveness. 

· To be responsible for keeping colleagues involved in the above events informed and up to date with all the latest developments. 

· To attend external awareness, engaging and campaigning events when required.

· To be responsible for developing comprehensive internal and external communication plans for key initiatives such as the launch of new services or projects.

· To coordinate with relevant teams to identify communication objectives, target audiences, messaging strategies, and delivery channels.

· To keep abreast of industry trends, competitor activity, and relevant news.

· To be responsible for preparing media reports and analysis for review by the Chief Executive Officer.

· Create content for internal communications such as bulletins, newsletters and videos.

· To ensure that all responsibilities and activities undertaken within the post are consistent with the terms and spirit of Hear for Norfolk’s mission, vision, values, policies and procedures

· To be available to assist in other areas of the charity’s work and assist other service managers as needs arise.


Mandatory Responsibilities  
 
Personnel and Professional Development 
The post holder will be expected: 
· To participate in regular supervision, annual performance reviews and attendance at team and business planning meetings. 
· To be responsible for own personal and professional development to actively participate in identifying training needs and to be willing to undertake training where a need has been identified to fulfil their role and to ensure that an effective service is provided. 
 
Health and Safety  
Employees must be aware of the responsibilities placed on them under the Health and Safety at Work Act (1974), and to ensure that agreed safety procedures are carried out to maintain a safe environment for employees, patients, and visitors.  
 
Confidentiality  
All employees are subject to the requirements of the Data Protection Act 2018 and must maintain strict confidentiality in respect of service users/patients, trustees, volunteers, and staff records.  
Data Protection Act  
To comply with the requirements of the Data Protection Act.  
 
Data Use and Quality  
All staff employed by Hear for Norfolk are bound by a legal duty of confidence to protect and input personal information accurately, securely, efficiently, and effectively, in order to deliver the best possible, safe care. 
 
Safeguarding  
Hear for Norfolk takes the issues of Safeguarding Children, Adults and addressing domestic violence very seriously.  All employees have a responsibility to support the organisation in our duties by:  
· Attending mandatory training on Safeguarding children and adults.  
· Making sure they are familiar with their and the organisation’s requirements under relevant legislation.  
· Adhering to all relevant national and local policies, procedures, practice guidance (e.g., LSCB Child Protection Procedures and Practice Guidance) and professional codes and reporting any concerns to the appropriate authority.  
 
Smoking and Health 
The organisation has a no smoking policy throughout its premises, including buildings and grounds. 
 
Equality and Diversity  
Hear for Norfolk will adhere to, and is committed to, all legislation relating to equality and diversity.  All staff must act in ways that are in accordance with legislation, policy, procedures, and good practice relating to equality and diversity. This includes ensuring that they do not discriminate against others in relation to their race, disability, gender, age, sexual orientation, gender reassignment, marriage and civil partnership, pregnancy and maternity and religious belief, and promoting equality of opportunity in relation to employment and service provision. 
 
Risk Management  
All Hear for Norfolk employees are accountable, through the terms and conditions of their employment, professional regulations, clinical governance and statutory health and safety regulations, and are responsible for reporting incidents, being aware of the risk management strategy and emergency procedures and attendance at training as required. 
 
Job Description Agreement  
This job description and person specification are an outline of the tasks, responsibilities and outcomes required of the role.  The postholder will also be required to carry out any other duties that may be reasonably requested by their line manager.  It is likely that the post will evolve over time and may be reviewed on an on-going basis in accordance with the changing needs of the organisation.  Job titles may also be subject to change on an on-going basis as a result of changing needs of the organisation.  
 
	 
	Signed 
	Print name 
	Date 

	Postholder 
	 
 
	 
	 

	Line Manager 
	 
 
	 
	 












Person Specification

Job title:	Marketing and Communications Officer

The requirements are divided between Qualifications, Competencies and Personal Qualities.  Each is weighted between 1 and 5 to reflect their importance.  Those rated

1. are desirable, but not necessary,
2. are desirable, and could be achieved through training or experience,
3. are essential but there is some scope for development over a short timescale,
4. are essential and we would expect the candidate to show they could be used with minimum need to adjust,
5. we expect to be immediately available and fully operational from day one

	
Requirement     

	Weighting
1- 5
	How we assess if the candidate meets the requirement

	Qualifications / Education / Training

	Educated to degree level or equivalent
experience that demonstrates ability.
	5
	Application 


	Relevant marketing and/or
communications qualification.
	1
	Application

	Experience

	Demonstrable and relevant experience in similar role within the voluntary and / or commercial sectors.
	3
	Application/Interview

	Experience of digital marketing and
communications including social media
(Facebook, Linkedin, Instagram, X and
TikTok) and managing websites using
a CMS.
	5
	Application

	Experience of working with design
software including Adobe Photoshop,
Illustrator and InDesign to produce high
quality on and offline materials.
	5
	Application/Interview/Portfolio

	Experience of working with video editing
software such as Premiere Pro.
	4
	Application/Interview

	Experience of using Microsoft Office 365 applications
	5
	Application

	Experience of managing brands and
working within brand guidelines.
	5
	Application/Interview

	Experience of working closely with
freelancers, agencies and external
suppliers and contractors.
	5
	Application

	Experience of drafting engaging and
informative content for a variety of
internal and external communication
Mediums.
	5
	Application

	Experience of seeking input and feedback, as well as working closely with others to develop content that aligns with organisational objectives and messaging guidelines
	5
	Application

	Experience of managing a varied workload and working to tight deadlines.
	5
	Application/Interview

	Experience and understanding of the unique challenges surrounding hearing loss to effectively communicate the charity’s aims, initiatives, and impact
	3
	Application

	Knowledge/Skills/Competencies


	Exceptional writing, editing, and proofreading skills, with a keen eye for detail and an ability to adapt the tone and style for different audiences
	5
	Application/Interview

	Strong collaboration and communication skills to work effectively with cross-functional teams and stakeholders
	5
	Application/Interview

	Excellent organisational and time management skills, with the ability to handle multiple projects and deadlines simultaneously
	5
	Application/Interview

	Ability to work independently and proactively, to prioritise work to ensure deadlines are met
	5
	Application/Interview

	Excellent verbal and written communication 
	5
	Application/Interview

	Ability to deal with information in a confidential manner and respond with sensitivity to the opinions of others
	5
	Application

	Excellent analytical and numerical skills to work with both qualitative and quantitative data
	5
	Application

	Ability to change priorities quickly and accept change with a positive attitude
	5
	Application

	Excellent self-management skills to work independently, autonomously and as part of a team, using own initiative and being flexible and adaptable
	5
	Application/Interview

	Willingness to work some unsocial hours including evenings and weekends
	3
	Application

	Ability to report and record information and data using databases
	3
	Application/Interview

	Excellent problem-solving skills, ability to see challenges and finding creative and innovative solutions
	4
	Application/Interview

	Other requirements


	Commitment to Hear for Norfolk’s values
	
	Essential

	Commitment to Hear for Norfolk’s Equal Opportunities and Diversity policies
	
	Essential


	A positive and flexible attitude to continuous improvement
	
	Essential


	Use of own transport and full driving licence or ability to travel across Norfolk 
	
	Essential
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