Threshold DAS 
JOB DESCRIPTION and PERSONAL SPECIFICATION
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Threshold DAS Ltd is a woman centred organisation and is affiliated to Welsh Women’s Aid, but also supports men, children and youth people. 
The LIMITLESS Marketing Officer will be based within the registered office in Carmarthenshire and will be required to work throughout Carmarthenshire, Caerphilly, Blaenau Gwent and Pembrokeshire. The LIMITLESS Marketing Officer will provide a supportive service to individuals in the wider community. The LIMITLESS Marketing Officer will work in accordance with Threshold DAS Ltd Policies & Procedures.
Post Title:

Marketing Officer  
Responsible to: 
Limitless Project Co-Ordinator – LIMITLESS
Salary: 

£22,658 - £24,174
Contracted hours: 
35 hours per week will include evenings and weekend work

Fixed term contract until 30th April 2022
Funded by the European Social Fund under Priority 2, Skills for Growth Wales: Specific Objective 4 


Main Duties
1. Maintaining a comprehensive understanding of the various target audiences and tailoring communications appropriately to achieve the aims of the programme.
2. Work and comply to all appropriate WEFO regulations.

3. Ensuring consistent, relevant and well-targeted tone, style, layout and content on all copy 

4. Work proactively with clients to write ‘success stories’ (case studies); including interviewing, taking photographs, obtaining quotes and testimonials from private and public-sector partners, and circulating final documents to relevant contacts (including the press and ERDF media offices) 

5. Create, plan and deliver a range of events, including client networking events, major annual event.
6. Attend local meetings and groups to represent LIMITLESS.
7. Develop relationships with local journalists/media and provide regular, relevant news articles and images for publication that are in keeping with WEFO guidelines. 

8. Maintain the programme’s online presence via the website, bi-monthly e-blasts and social media. 

9. Liaise with marketing staff from our consortium partners and external business support projects 

10. Maintain accurate records and manage the marketing system, drawing down reports on a monthly basis, and conducting client analysis where required.
11. Comprehensive, accurate and regular reporting to LIMITLESS Head of Department and CEO.
12. Develop themed campaigns throughout the year using relevant media, messages and activities to generate a strong pipeline of new clients 

13. Deliver some elements of marketing related training to clients and staff 

14. Engagement and relationship-building with a wide range of companies, projects and organisations from the private, public sector and third sector, including attend networking events, to proactively look for new opportunities, partnerships, introductions etc. 

15. Deliver excellent client service at all times to both clients, partners and funders, maintaining strong working relationships with a range of key stakeholders 

16. Supporting LIMITLESS Head of Department.
17. Managing WEFO eligible procurement for your budget allocation, ensuring at all times, procurement, frameworks, justifications and audit evidence are in place 

18. Manage the marketing/comms/promotion/publicity audit files. 

19. Additional duties may be required on an occasional basis at the direction of the Programme Director.
20. Some evening and weekend working will be required 
Social media content:

1. Write and develop high quality, high impact content for our digital marketing channels (Facebook, Twitter, Instagram and YouTube), driving brand exposure, website traffic, and LIMITLESS campaign sign-ups, in accordance with our marketing strategy

2. Post content on social media, both in real time and through post scheduling

3. Monitor digital marketing channels to identify emerging trends and stories and great content, and feature or reference the best of it on LIMITLESS social media channels

4. Work in collaboration with our corporate and charitable partners and ambassadors to create great shared content

5. Analyse the impact of social media activity, delivering recommendations for continual improvement

6. Develop, manage and update the company website and advise on website structure and improvement

7. Collaborate with external Marketing agency and developers to create social media content and web elements

8. Implement digital and social media strategy.
9. Manage the LIMITLESS page on Threshold’s Web Page.
General

· Adopt a flexible approach to fulfilling the job description and person specification which may involve weekend and evening work.

· To be familiar with, work within and deliver services in accordance with all Threshold DAS’s policies and procedures and legal and regulatory requirements.

· To continue to develop knowledge and practice by actively participating in learning opportunities through team meetings, regular supervision, appraisals and appropriate training in line with organisational policy and procedure.

· To maintain clear and up to date records, preparing reports and correspondence as appropriate in accordance with Threshold DAS’s policies and procedures as required for the local and/or contractual requirements in respect of service user confidentiality and ensuring compliance with the Data Protection Act

· Remain up-to-date and compliant with all organisational procedures policies and professional codes of conduct and uphold standards of best practice.
· Work within Threshold Das’s Codes of Practice.

· To work at all times in a safe and efficient manner and be aware of the Lone Working Policy / Health and Safety Policy and Procedures.
· To undertake any other duty reasonably requested by their Manager/Management or Executive Board.
Person Specification

	
	Essential
	Desirable

	Education/ Qualifications
	A good Degree in appropriate subject 2.1 or above.
Experience of hands on events management  
Relevant commercial, academic or vocational experience 

Exposure to working within complex partnership settings 

A track record of marketing communications delivery across the mix 

Relevant previous experience and/or qualification in a marketing function 

Event expertise 

Strong in Microsoft Office software 

Experience of working with other stakeholders in a funded project 

Experience of working with business support agencies, public and private sector organisations 

Experience of writing and delivering training in relation to marketing, social media and events 

Winning, concise writing style

A great eye for design

Experience creating high impact social media content that is useful, relatable and entertaining

Experience administering high visibility Twitter, Instagram and Facebook accounts

Experience of social media moderating, including knowledge of how to deal with sensitive issues and combat discrimination and abuse online

Experience using social media management and web analytics tools such as Google Analytics, Google AdWords, Webtrends, Facebook Ad Manager, TweetDeck, Hootsuite

Comfortable working in a high pressure environment with a varied workload and multiple competing deadlines

Excellent written and verbal English, including strong spelling and grammar

Experience evaluating the impact of digital marketing and driving improvement

Experience using a website content management system

Strong interpersonal skills in person and online; strong empathy

Confident, proactive and a great team-player

· 
	MA level in appropriate subject 
Demonstrable track record of using social media channels to drive conversions and change behaviour
Good knowledge of a website content management system, preferably WordPress

Use of Goodle Analystics

Good research skills to inform accurate, balanced copy that stands up to scrutiny

Skilled in the use of Adobe Indesign, Photoshop, or Canva

Professional accreditation relating to digital marketing, marketing or communications

Understanding of SEO techniques

Experience in digital marketing for a company or charity

Professional experience in a campaign organisation in  third sector

Experience developing great relationships with external stakeholders


	Knowledge/Skills
	· IT skills 

· Evidence of numeracy and literacy skills.

· Excellent oral and written communication skills.

· Ability to work to and meet deadlines. 

· Ability to work as part of a team or on own initiative.

· Understanding of Service User Issues.

· Forward thinking, able to anticipate requirements.

· Able to use initiative and judgement. 

· Awareness of sensitive issues and ability to apply a high level of discretion and confidentiality.

· Flexible and adaptable approach to working. 

· Good Communication Skills

· To have a non-judgemental and non-directive attitude to service users.
· Full clean driving license and use of vehicle.

· Use of Home or mobile phone.

· Availability for weekend work if needed.

	Knowledge of European Funding
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