
	Organization


	Foothold (The IET Benevolent Fund)

	Job title 


	Communications officer (digital health & wellbeing lead)

	Location


	Remote with presence at agreed location for meetings and training


	Reports to
	Fundraising and communications manager

 

	Hours 
	Permanent – 17.5 hours a week (flexible working – core hours Tuesday 10-11am)


	Salary
	£30,000 pro-rata (actual salary £15,000)



JOB DESCRIPTION
	Primary purpose:
	To lead on the promotion of Foothold’s digital health and wellbeing services through the development, implementation, tracking and optimisation of campaigns across multiple channels

To lead on the development of engaging digital wellbeing content that meets the needs of the Foothold community

	
	


Key tasks
· Lead on the development of a wide range of engaging digital wellbeing content for the Foothold community across web, video, social media and blogs, in line with brand guidelines, values, key messages and style guidelines
· Be responsible for co-ordination, hosting, promotion and development of the Foothold webinar programme, working with suppliers to source appropriate content that meets the needs of the Foothold community

· Lead on the content, development and promotion of the ‘Differently Wired Hub’, implementing plans to optimise sign-ups and engagement, utilising the skills of volunteers as appropriate
· Lead on the promotion of the Wellbeing Hub to maximise sign ups and engagement whilst managing the operational relationship with the supplier (currently Rightsteps)

· Lead on the promotion of the Foothold App to maximise sign ups and engagement whilst managing the operational relationship with the supplier (currently Law Express)
· Lead on the Foothold blog, identifying and managing relationships with guest writers and optimising blog engagement

· Use data reports from Beacon CRM and Google Analytics to monitor the performance of the digital health and wellbeing programme, making recommendations to optimise success
· Develop, implement and monitor the customer journeys for digital health and wellbeing users
· Work with the fundraising & communications manager and data manager to implement systems to monitor customer satisfaction and impact measurement

· Contribute to the monthly Foothold e-newsletter, sourcing inspiring content to promote digital health and wellbeing support offered by Foothold
· Work sensitively with Foothold community members to interview, transcript and create inspiring stories and testimonials 
· Work collaboratively with the fundraising & communications team to contribute to and maintain the annual communications, marketing and fundraising plan

· Provide cover for the communications officer during periods of leave

· Ensure that all communications reflect the experiences of Foothold community, including from a full range of diverse backgrounds

· Proactively stay up to date with emerging trends and developments in communications and charity sectors, harnessing new ideas and concepts to drive forward Foothold’s mission
General 

· Attend regular supervision, team and staff meetings

· Undertake mandatory training as required by Foothold

· Take responsibility for Health and safety of yourself, your colleagues and your environment

· Ensure confidentiality of records and information is maintained in accordance with Foothold’s Confidentiality Policy and Data Protection policy GDPR


· Undertake any other tasks as identified by your manager or the CEO
Person Specification

	Criteria 
	Essential 
	Desirable 

	Experience 

	Experience working within a communications/marketing environment, collaborating with colleagues to achieve individual and team targets  
	P
	 

	Experience of creating integrated communications and marketing strategies and plans  
	P
	 

	Education and qualifications 
	 
	 

	A communications/marketing qualification (eg, CIPR/CIM)
	
	P 

	Skills & abilities 

	Ability to create compelling, impactful online content across website, blog, video and socials and optimise the user journey and experience 
	P
	 

	Strong written, communication and presentation skills with an ability to adjust tone and content for different audiences and able to work within brand and tone of voice guidelines 
	P
	 

	Ability to analyse, interpret and evaluate multiple sources of data and make recommendations for development 
	P
	 

	Ability to think creatively, offering new ideas, concepts and solutions 
	P
	 

	Ability to work sensitively with Foothold community members to gather stories and testimonials  
	 
	 

	Effective time management skills in order to meet competing priorities and deadlines 
	P
	 

	Ability to work effectively as a member of a small team 
	P
	 

	Competent user of Microsoft Office applications, Excel and CRM systems 
	P
	 

	Knowledge 

	Knowledge of performance monitoring including Google Analytics, keyword research, SEO and other digital tools 
	P
	 

	Knowledge of website content management systems 
	P
	 

	Up to date knowledge of current communications practices and trends  
	P
	 

	Knowledge of social media channel management tools
	P
	 

	Knowledge of email marketing tools 
	P
	 

	Knowledge of data protection best practice and GDPR 
	P
	 

	Personal attributes 

	A proactive, self-motivated and positive approach to work 
	P
	 

	Commitment to the core values and ethos of Foothold  
	P
	 

	A willingness to work flexibly with colleagues on other specified duties or projects as appropriate  
	P
	 

	A willingness to undertake training for further development 
	P
	 

	Commitment to anti-discriminatory practice and equal opportunities and an ability to apply awareness of diversity issues to all areas of work 
	P
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