
 

 

 

 

 

 

 

Job Description 

 

Job Title:  Marketing and Communications Officer 

 

Location:  Norwich  

 

Responsible to: Marketing and Fundraising Manager  

 

     

Job Purpose: To provide support to the Marketing and Fundraising Manager 

    in the delivery of their duties through promotion,   

    representation, research and development, administration 

    and communication.  

 

Main Responsibilities  

Marketing 

To oversee and implement the effective marketing of YMCA Norfolk, raise brand 

awareness, communicate effectively internally and externally and support events that help 

raise profile.   

 

Brand  

To drive an increase in awareness of the work of the YMCA, building brand warmth 

across a diverse range of stakeholders whilst ensuring a consistent approach to brand 

guidelines giving clarity & support to all staff. Proof read, edit and brand-check internal 

and external publications. 

 

External Communications  

▪ To liaise and build good relationships with external stakeholders.  

▪ To occasionally attend meetings, events and conferences on behalf of the 

Marketing and Fundraising Manager.  

▪ Assist with production of an Annual Report and major marketing materials in 

consultation with key staff and designers and ensure it is disseminated to 

appropriate parties.  

▪ Create adverts and digital marketing campaigns using design image/ editing 

software. Develop and produce marketing literature with external support. 

▪ Assist with co-ordinating press releases and establish press interest in events and 

celebrations. Maximise awareness of achievements through ‘good news stories’ at 

local, regional and national level. 

▪ Manage and develop the association’s website content and reach.  

▪ Manage and develop our on-line presence through a variety of social media 

platforms, such as Facebook and Twitter.   

 



 

 

 

 

 

 

 

 

 

 

 

▪ Assist with engaging key stakeholders through advertising, direct mail, events 

and new media campaigns. 

 

Internal Communications  

▪ To ensure effective liaison across the organisation, including communicating 

messages for and on behalf of senior management.  

▪ Produce a bi-monthly internal newsletter using content provided from across the 

association. 

▪ Liaise with the wider national YMCA movement, integrating communications and 

capitalising on national awareness campaigns, with an emphasis on social media.  

CRM  

Ensure information and contacts are updated on CRM database and develop a digital 

marketing communications plan to build and enhance supporter relationships. 

 

Digital Marketing 

▪ To take overall responsibility for the design and content of the website ensuring 

that all information is up to date, relevant, clear and easy to use.  

▪ Review new technologies and platforms and keep the charity at the forefront of 

developments in digital marketing and use Google Analytics reporting to increase 

web traffic based on report results. 

Social Media 

▪ Using Hootsuite, schedule at least four tweets and one Facebook post per day. 

▪ Use interactive visual material where possible, such as videos and GIFs. 

▪ Develop opportunities to understand, engage and communicate with young 

people and both their online and offline communities. 

▪ Strengthen links with local and wider community by engaging conversation and 

sharing information.  

▪ Increase awareness around issues affecting young people. 

▪ Provide vital real-time information in times of emergency and crisis.  

▪ Ensure that YMCA Norfolk remains at the forefront of social media activity by 

engaging in trending topics, national awareness days etc. 

▪ Ensure that all social media shows no political, religious or racial bias, and that 

only appropriate language is used. 

▪ Deal with any potentially negative social media posts quickly and efficiently, 

directing conversation away from the public forum to private communication. 

Events  

Assist with producing, supporting and promoting a calendar of events, conferences and 

exhibitions that meet the strategic objectives of the organisation.  

 

 

 



 

 

 

 

 

 

 

 

 

 

Fundraising  

▪ Provide support to the Marketing and Fundraising Manager and the Fundraising 

Officers to assist with achieving departmental predetermined annual targets for 

unrestricted and restricted funding and sales income.  Such as liaison with local 

business so they can raise our profile and promote sponsorship, volunteering and 

other forms of support.  

▪ Support staff, service users  or volunteers who organise their own fundraising 

activities to assist the overall fundraising strategy. 

 

Sales/Trading  

Provide marketing support to increase trading income for existing operations such as 

YMCA shops, Stepping Stones Café and facilities for hire.   

 

Development 

▪ Attend and contribute in team meetings to further the service areas community 

work in line with the Organisations vision and strategy.  

▪ Attend and participate in regular one-to-one line management and an annual 

appraisal. 

 

Performance Management 

▪ To ensure that the performance requirements of YMCA Norfolk (YMCAN) and 

funders are met and that Young People receive a high quality person-centred 

service that is in line with YMCAN’s values.   

▪ To maintain effective systems for recording and measuring outcomes for Quality 

Assurance purposes as required for the service area. 

▪ To be alert to and manage risk effectively in all locations. 

▪ To adhere to all lone working policies and risk assessments provided for you by 

YMCAN.  

▪ To actively take part in required mandatory training as part of the yearly cyclical 

training calendar.  

▪ To operate within clear professional boundaries and work within YMCA Norfolk’s 

Staff Code of Conduct. 

▪ To operate within the Behaviours Framework embedded across the organisation.  

▪ To implement and adhere to YMCA Norfolk’s Policy and Procedures at all times. 

 

Involvement 

▪ To actively encourage a culture of involvement and inclusion of young people in the 

work and life of YMCAN. 

▪ To engage in wider involvement opportunities and activities of YMCAN. 

 



 

 

 

 

 

 

 

 

 

 

Equality and Diversity 

▪ To act in accordance with YMCAN’s equality, diversity and inclusion policy and 

procedures, to ensure that the Association is compliant with legal and regulatory 

requirements. 

▪  

Christian Ethos 

▪ To work in line with the ethos of the organisation across the service area. 

▪ To ensure all policies, procedures and working practices within the service area 

support the Christian identity and values of the organisation. 

 

To carry out any other tasks that may be required from time to time in accordance with 

the post holder’s capabilities and the changing working environment. 

 

Terms and Conditions  

Pay: Grade D 

£10.14 per hour 

Hours: 15 hours per week 

Contract:  Permanent 

Annual Leave: 33 days (pro rata) per annum inclusive of Bank and 

Public Holidays. 

Pension: Access to contributory stakeholder pension scheme 

after 3 months. 

Notice Period: 1 month 

Conditions of Appointment: Satisfactory references and satisfactory DBS check. 

This post is subject to a 6 month probationary 

period. 

In Service Training: Time allowed for in-service training, subject to 

budgetary provision. 

 

Scale 

Staff 

 

Sites 

 

None  

 

Based in Norwich but may be required to visit all 

YMCA Norfolk sites and events as appropriate.  

 

Discretion to Act The Marketing and Communications Officer can 

recommend expenditure for authorisation within a 



 

 

 

 

pre-agreed budget approved by the Marketing and 

Fundraising Manager for particular project work.  

Environment 

1. YMCA Norfolk operates 

on a 24 hour, 365 days 

per year basis. 

 

 

 

2. Unsocial hours 

 

 

 

3. Risk 

 

In extreme circumstances, the post holder may need 

to be contacted in the event of an emergency related 

to their Service Area. 

 

Due to the nature of this post there will be times 

when you are required to attend events or meetings 

in the evenings or at weekends.  

 

The Marketing and Communications Officer works in 

a normal office environment so the potential risk is 

assessed as being low.  

 

Person Specification 

 

Job Title Marketing and Communications Officer 

Category Essential Desirable 

Knowledge K1 -  Literate and numerate 

K2 – Knowledge of social media 

including Twitter and Facebook 

 

Skills S1 - Interpersonal skills, sufficient 

to communicate effectively with a 

wide range of staff and external 

contacts 

S2 - Good written and verbal 

communication skills  

S3 - Excellent organisation, 

planning and time management 

skills 

S4 - Able to work flexibly and 

productively with minimum 

supervision 

 

Aptitude A1 - Competent user of MS 

Outlook, Word, PowerPoint, Excel, 

Hootsuite, Twitter, Facebook 

 



 

 

 

 

A2 - Able to develop strong positive 

working relationships with 

colleagues 

 

Experience E2 - Experience of using social 

media including Twitter and 

Facebook 

E1 - Experience of working in the 

voluntary sector 

E3 - Experience of writing 

traditional media articles 

E4 - Experience of In-design and 

associated programmes 

Education Q1 - “O” level / GCSE or Equivalent 

in Maths and English 

Q2 - Evidence of recent relevant 

training 

Christian 

Ethos 

V1 - In sympathy with the Christian 

Identity of the YMCA 

 

Personal 

Qualities 

P1 - Able to present self and work 

effectively 

P2 - High levels of honesty, 

integrity and discretion 

P3 - Enthusiastic, motivated, lively 

and engaging 

 

Circumstances C1 - Able and willing to work 

unsocial hours 

C2 - Hold a full driving licence and 

have own transport 

 

Health H1 - Able to meet the requirements 

of the post with or without 

reasonable adjustment 

 

Equality and 

Diversity 

O1 - An understanding of equality 

and diversity 

 

 


