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JOB DESCRIPTION

	JOB DETAILS

	Job Title:  Marketing and Communications Manager  
Reports to:  Director of Business Development                    

Job Holder:                                                     Date:  January 2012


	


	JOB PURPOSE

	To manage and develop effective marketing and communications (both internal and external) for the Trust in line with the business strategy and corporate plan.  
To assist in developing new and existing relationships with funders, stakeholders, agencies, media, authorities and other organisations, which will ultimately benefit Mayday Trust. 
To work collaboratively with Mayday Trust managers on all aspects of marketing and communication.    


	ORGANISATION CHART
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	KEY RESULTS AREAS

	· Work with the Director of Business Development on the annual marketing and communications plan

· Manage the CRM stakeholder database

· Ensure compliance with marketing and communications policies and procedures

· Produce reports and management data for the Senior Management Team, Board, General and Scheme managers as required.
· Promote and raise the profile of Mayday Trust, both locally and nationally
· Develop, maintain and promote the Trust’s social media strategy in consulting and engaging with commissioners, key stakeholders, partners, clients/customers as part of promoting our work

· Able and effective in responding, promoting and engaging with central government directives on policy changes effecting the business. 

· To use our interaction with various media to ensure the Trust has a growing national voice and influence
· Manage and co-ordinate all marketing and communications material

· Work collaboratively with managers to update and promote effective use of the internal Intranet

· Develop and maintain the Trust’s website
· Undertake any other reasonable duties as directed by the Director of Business Development.
· Achieve set KPIs for media coverage such as articles in the press and hits on the website

	


	KNOWLEDGE, SKILLS, QUALIFIFCATIONS AND EXPERIENCE REQUIRED

	· Experience of marketing and communications in a similar environment
· PC literate, with extensive knowledge and experience of IT systems and software including Microsoft Office. (Experience of In-Design or similar software required)
· Recognised marketing/ communication qualification preferred.
· Experience of developing a wide range of local and national media and communication networks
· Knowledge and/or experience of managing media essential.
· Strong interpersonal skills
· Strong analytical skills
· Good reporting writing skills
· Project management experience preferred
· Ability and skill to communicate effectively internally and externally, at all levels
· Organised and efficient; able to handle several duties simultaneously, prioritising effectively as appropriate
· Able and willing to work as part of a team 



	COMMUNICATIONS AND WORKING RELATIONSHIPS

	Externally with:

External agencies including the media, stakeholders, funders and clients.
Suppliers of goods and services

Internally with:

Trustees, senior management, members of staff at Head Office and schemes



	DIMENSIONS AND DECISION MAKING

	· Dealing with competing priorities, from both internal and external customers/stakeholders

· Working in a changing and challenging business environment.
· Dealing with enquiries from Schemes, the media and the general public
· Getting “buy-in” from staff



	JOB DESCRIPTION AGREEMENT

	
Job Holder’s Signature                                             Date

Manager’s Signature                                                Date



Director of 


Business Development

















Marketing & Communications Manager
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