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transforming lives after spinal cord injury





JOB DESCRIPTION:             Communications Coordinator 
REPORTS TO:  

Communications and Marketing Manager
Location: 


Hybrid or home based with agree visits to London office (Wandsworth)
PURPOSE: 
The Communications Coordinator will support the Communications and Marketing team to increase Back Up’s reach and impact. You will play a key role in bringing the transformational impact of Back Up’s services to life through impactful storytelling and design. Your creativity, copy-writing abilities and social media skills will help us reach more people affected by spinal cord injury - and inspire fundraisers and donors to support our work. 
The role is full-time (35 hours per week). Usual days of working are Monday-Friday, with occasional evenings and weekends to attend our events. This is a hybrid role with some travel to our Wandsworth Town office, ideally once a week. Days and amount of office attendance are negotiable.
You will support the wider Back Up team by producing communications plans and developing innovative, creative ideas to promote their activities across a range of channels. This includes e-newsletters and case studies, website updates, social media, designing digital and printed assets and publications. You will also support the Communications and Marketing Managers with PR activities and media enquiries.
Back Up provides a friendly and supportive working environment. We will support you to develop and grow in the role, through training, coaching and other development opportunities. You will gain knowledge and experience of using social media, the media and other channels to engage a charity’s audiences. 
Key stakeholders:
You will work closely with colleagues from all parts of Back Up and a wide range of people, including: people with a spinal cord injury and their families, volunteers, trustees, suppliers, creative agencies plus professionals and organisations working with people affected by spinal cord injury. 
Key Responsibilities

Social Media
· Coordinating Back Up’s existing and potential social media platforms, developing and creating compelling and impactful content and assets, and encouraging user generated content.
· Attend fundraising and services events to gather social media content for live and curated content.
· Coordinate our Communications and social media calendar. 
· Regularly monitor social media and news outlets for relevant key events, trends within the SCI, partner and charity groups. Proactively recommend improvements and identify opportunities to grow our audience and engagement across our social media channels. 
Brand and design
· Act as a brand guardian and ensure teams are adhering to brand and tone of voice guidelines.
· Ensure our social media presence maintains a unified brand voice across all platforms.
· Be the main point of contact for brand support and design guidance as needed.
· Design and produce marketing collateral and work with professional designers and printers. 
Content and asset creation 
· Create, or work with external agencies to create, high quality, compelling content across the charity, including supporting photography shoots, producing film and animated content,
· Maintain and organise Back Up’s photo, video and case study library. Ensure robust case study consent, safeguarding and monitoring usage systems and procedures.
· Support internal teams to develop briefs and liaise with source external videographers and photographers for projects when required.
· Research and sensitively write and collate stories for use across the charity, including written, digital and printed formats. 
· Proofread and edit information, publications and articles.
· Liaise with agencies, manage external suppliers (photographers/design agencies etc) when required.

Website
· Regularly create and publish engaging and optimised website content (WordPress), working with C&M Manager to coordinate our content calendar and schedule, including news, blog posts and information pages.
· Work with the Digital Marketing Coordinator to maintain and update our website to a high standard, ensuring the content is accurate and consistent. 
· Ensure our website content is optimised to drive organic traffic and improve our website visibility, including keywords and phrases, link building and reviewing / acting on web analytics data to improve website performance and user experience.
· Act as the main administrator for our website account, supporting the wider team on best practice and content updates.
Email marketing
· Work with the Communications and Marketing Manager to develop and maintain the monthly e-newsletter programme. This includes planning content, writing and editing case studies, distribution and monitoring key statistics.
· Support the Communications and Marketing Manager to increase subscriber audience and engagement through targetting, segmentation and testing.
· Work closely with the Digital Marketing Officer to optimise our email marketing through a data-driven approach to improve user experience. 
Other
· Work with the Communications and Marketing team to respond to media enquiries, draft and distribute press releases, record and monitor press coverage and contacts.
· Support the C&M team to provide monthly team KPI reports (across socials, email and website) and provide data driven insights and recommendations to improve reach, content and engagement.
· Other duties as required by the Communications and Marketing Manager. 
Although we do like to plan, there will be times where you will need to be proactive or simply reactive and work to tight deadlines.  The role is best suited for a self-starter who can show initiative and be responsive. Having a spinal cord injury will be considered an advantage. 
PERSON SPECIFICATION
We are looking for someone who has exceptional writing and design skills and is confident in using social media and email marketing. 
Candidates must fulfil the following essential criteria:
· Exceptional copywriting, editing and proofreading skills
· Experience with asset design, either in-house (using design software such as InDesign, Adobe Creative Suite or Canva) or with designers.
· Experience in producing (work or personal) creative and compelling content i.e. blogs / podcasts / videos etc 
· Experience in interviewing case studies and storytelling through digital content, filming and editing
· Confident and proactive in using social media, with a deep understanding of various channels
· Experience of working in communications
· A creative approach to design and communications 
· Experience of designing and developing engaging e-newsletters 
· Able to prioritise and have excellent time-management skills.
· Great team player, collaborative and happy working with staff at all levels across the charity
· Excellent communication skills, including face to face, on the phone and virtually.
· Good level of computer literacy and confidence in the use of standard IT systems
· Flexible, ability to work on your own initiative as well as part of a team.
· High levels of accuracy and attention to detail, including following processes
· Ability to work occasional evenings and weekends and to travel to locations other than the office if necessary.
If you can meet any of the following criteria, you will be at an advantage:

· Design and copywriting
· Video and photography skills 
· Experience of spinal cord injury
· Experience of working in charities
· Experience working in media, communications, PR or marketing
· Experience using Adobe packages and content management systems
· Experience working with or managing volunteers
· Understanding of issues in disability
 SUMMARY TERMS AND CONDITIONS
Type of Employment
· This is a permanent contract
Pay
·  £25,000 - £30,000 per annum dependent on experience (inc. 5% London Allowance).
Hours of work
· Your normal hours of work will between 9am and 5pm, a total of 35 hours per week over five days. Some flexibility of working hours may be required in accordance with the needs of the charity.
· There is flexibility around working location either home-working or office based (Wandsworth). Home workers will be asked to work from the office at least one day per week.
· Some flexibility in working hours may be negotiated to enable a better work/life balance or meet particular needs as required.
Probation
· There will be a six-month probation period. 
Notice Period
· One calendar month on either side, after a satisfactory six-month probationary period. During probation, notice will be one week either side.
Disabled access
· The office is fully wheelchair accessible, including toilet.
Staff Benefits
· Holiday
You are entitled to 22 days paid holiday per year plus bank and public holidays. This increases by one day per year up to a maximum of 25 days (pro rata). Additionally, the office is closed between the Christmas and the New Year period giving an additional 3 days.
· Pension
Back Up has a designated stakeholder pension scheme that staff can join, with a staff contribution of 5% salary, Back Up will contribute 3% into this scheme. Back up’s contribution will increase by a 1% for every 2 years of service (cap at 6%). 
· Generous sickness pay provision.
· Access to financial advisor – annual initial exploratory meeting with an independent FSA.
· Season ticket loan: an interest free loan for the purchase of a season ticket.
· Ride to work scheme.
· Compassionate leave.
· Study and sabbatical leave.
· “My day” – 17.5 (pro rata) hours per year to conduct voluntary work.
· Life Assurance – three times annual salary.
