
 

 

Marketing & Communications Officer – Job Description 

 

Post Title:   Digital Communications and Marketing Coordinator  

Hours:    21 hours per week  

Responsible to:  CEO 

Responsible for:  None  

Grading/Salary:  £25,600 per annum (pro rata)    

 

Fixed term contract for 3 months; with possible transition to permanent role subject to funding. 

 

Purpose of the role:   

The Marketing Communications Officer’s role is to work closely with YES management, to drive 

forward the use and impact of our internal and external communications for our main charitable 

activities and our football teams providing access to competitive football for boys and girls. 

The post holder will seek opportunities via social media, press and the website to promote our 

services, values, objectives; encourage engagement with stakeholders and support our fundraising 

campaigns. This is an exciting role, with a broad remit, and the opportunity to develop your skills.  

 

Main Duties:  

Social media/website  

1. Develop and support YES’ digital presence, including writing, and designing content for the 

website; ensuring all content is up-to-date, accessible and engaging. 

2. Manage and utilise our social media platforms (including Twitter, Facebook, LinkedIn, 

YouTube and Instagram) for campaigning and promotion of our core values, objectives, 

and services; and to support our fundraising efforts.  

3. Design infographics and other audio and visual representations of information and data to 

present information quickly and clearly.  

4. Respond quickly to requests from management to update or add content to the website 

and other social media platforms.  

5. Use analytic tools to assess, report on and develop our social media and web performance.  

6. Identify opportunities for placing potential stories in broadcasting media.  
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E-newsletters  

1. Draft content for e-newsletters ensuring that content is keeping within the brand style and 

tone. 

2. Prepare and manage a schedule for distribution of e-newsletters and maintain an up to 

date database of contacts for targeted dissemination of promotional resources. 

 

Supporting service delivery and improvement 

1. Enabling delivery staff to effectively use digital platforms for engagement of customers, 

service delivery and reporting. 

2. Administer our Salesforce CRM, ensuring effective use by staff and volunteers. 

3. Work with YES management to develop use for our CRM and to elicit meaningful reports 

that enable effective management and decision making. 

4. Work with colleagues across the Charity to support their use of the Charity’s website and 

communication channels  

 

Customer voice  

1. Assist customers and family members with the development of the design and content of 

blogs, vlogs, podcasts, and films for inclusion on the website and social media platforms.  

2. Develop a database of customer case studies for use on-line and broadcasting media.  

 

Other duties  

1. Assist with the design and content of promotional materials, training resources and 

publications including the annual report.  

2. Support the development, promotion and organisation of Charity seminars and events   

3. Support development of brand materials  

4. Undertake any other tasks as directed by the CEO 

5. Promote the values and objectives of YES.   

 

 

 

 

 

 

 


