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MARKETING AND COMMUNICATIONS EXECUTIVE 
	SALARY:
	£33,997.60 per annum (£20,403 pro rata)

	HOURS:
	21 hours per week

	ANNUAL LEAVE:
	25 days pro rata. After 5 years of service, you will be entitled to an additional week of annual leave (subject to a maximum of 30 days)

	LOCATION:
	Harrow Lodge House office, Hornchurch

	REPORTING TO:
	Senior Project Manager (Marketing and Communications) 

	DIRECT REPORTS:
	None

	CONTRACT TYPE:
	Permanent

	DBS REQUIRED:
	Enhanced


Purpose of the role: 
The Marketing & Communications Executive is a creative, collaborative and values-driven role responsible for increasing awareness of Mind in Havering, Barking & Dagenham (MindHBD), promoting our services, strengthening community engagement and supporting the delivery of our organisational objectives.
The postholder will co-ordinate and deliver effective marketing and communications activity that connects people with our services, raises awareness of mental health support, promotes revenue driven campaigns and events, and celebrates the impact of our work.
Working across the organisation, the postholder will develop engaging marketing content, support campaign delivery, maintain digital communications channels and ensure MindHBD’s messaging is consistent, accessible and aligned with National Mind guidance.
The role requires someone who can combine creativity with organisation and strategic thinking; someone who is approachable, adaptable, flexible and can demonstrate the ability to build strong relationships with colleagues and respond positively to changing priorities and opportunities.
The successful candidate will be passionate about mental health awareness and motivated by using marketing and communications to create positive change within local communities.
About you: 
We are looking for someone who has the following skillset:
Approachable and Collaborative
· Excellent communication skills.
· Builds positive and effective relationships with colleagues, volunteers, supporters, service users and partners.
· Is approachable and willing to listen, understand needs and provide practical marketing support.
· Communicates clearly and works positively with people across all levels of the organisation.
· Contributes to a supportive, inclusive and collaborative working environment.
· A people’s person.

Adaptable and Flexible
· Thrives in a fast-paced environment.
· Responds positively to changing priorities, emerging opportunities and organisational needs.
· Can balance planned marketing activity with responsive support for campaigns, events and initiatives.
· Demonstrates flexibility in approach and is willing to support colleagues where required.
· Works calmly and effectively when managing multiple competing priorities.

Creative and Passionate
· Has extensive experience and enthusiasm for marketing and communications and enjoys developing engaging content.
· Is passionate about improving mental health awareness and supporting MindHBD’s mission.
· Brings creativity, ideas and initiative to campaigns and communications activity.
· Understands the importance of sensitive, respectful and inclusive storytelling.
· Understands and can demonstrate marketing techniques to drive revenue.

Proactive and Organised
· Takes ownership of projects and follows activity through from planning to delivery.
· Uses insight, feedback and data to improve marketing effectiveness.
· Works independently while contributing positively as part of a wider team.
· Identifies opportunities and makes recommendations to improve ways of working.



To be successful in your application you'll need:
· Experience delivering marketing and communications activity across multiple channels.
· Experience planning, coordinating or supporting marketing campaigns.
· Experience creating engaging digital content including social media posts, short-form video, photography, graphics and written communications.
· Experience managing social media channels and digital platforms.
· Experience maintaining and updating website content.
· Experience using analytics and insight to evaluate marketing activity.
· Excellent copywriting, editing and proofreading skills.
· Strong attention to detail and ability to maintain brand consistency.
· Ability to communicate effectively with a wide range of audiences.
· Strong organisational skills and ability to manage multiple projects and deadlines.
· Ability to work collaboratively with colleagues across different teams.
· Commitment to equality, diversity and inclusion

Role specific responsibilities:

Marketing Strategy & Campaign Delivery:
· Support the development and delivery of MindHBD’s marketing and communications strategy.
· Develop and maintain a rolling Marketing and Communications Plan covering campaigns, events, awareness days, service promotion and organisational priorities.
· Share the Marketing and Communications Plan with the Line Manager and review priorities regularly.
· Lead and coordinate individual campaigns with relevant colleagues.
· Deliver key campaigns including World Mental Health Day, Mental Health Awareness Week and other local and national awareness campaigns.
· Work collaboratively with Events Managers, Service Managers, fundraising colleagues and Senior Management Team members.
· Ensure campaigns align with National Mind messaging, brand guidance and MindHBD values.
· Identify opportunities to increase engagement, awareness and participation.
· Demonstrate flexibility and responsiveness to emerging opportunities and changing priorities.

Digital Marketing & Content Creation
· Create engaging content across social media, websites, newsletters, email communications and other marketing channels.
· Develop creative content including videos, reels, photography, graphics and written materials.
· Manage and maintain MindHBD’s social media presence.
· Ensure content is timely, relevant, engaging and aligned with organisational priorities.
· Monitor engagement and use insights to improve reach and effectiveness.
· Prepare regular reports on the effectiveness of social media strategies and communication efforts.
· Develop content that showcases the impact of MindHBD services and community work.
· Ensure all communications follow safeguarding, consent and accessibility 
· Write and edit corporate communications, including annual reviews, press releases, newsletters, and other official documents.
· Develop and maintain a consistent brand voice across all communication channels.
· Collaborate with the Head of Fundraising & Community Engagement to create compelling narratives for fundraising campaigns and community initiatives.
· Design and implement a structured outreach and engagement strategy to enhance community involvement.
· Develop initiatives to engage with hard-to-reach groups and increase participation in our programmes.
· Coordinate with volunteer efforts and integrate them into broader outreach strategies for better referral outcomes.

Communication Systems and IT Management: 
· Oversee the management of internal marketing and communication systems (e.g. Canva, web CMS, Meta Business Suite)
· Manage and maintain the organisation’s websites, ensuring content is up-to-date and aligned with our branding.
· Implement and integrate marketing and communication technologies to support organisational operations and enhance efficiency.
· Provide technical support and training to staff on marketing and communication systems and tools.

Other Responsibilities:
· Build relationships with stakeholders, including service users, volunteers, and supporters, to gather content and feedback.
· Participate in regular meetings and contribute to the development of communication strategies.
· Stay updated with industry trends and best practices in social media and digital communication.
· Support the Head of Fundraising & Community Engagement with other duties as required.
· Analyse data to drive activity and successful outcomes.
· Produce reports for Senior Management Team (SMT), Board etc as and when required.

General Responsibilities
· To contribute to team meetings and organisational priorities, and to prepare for and participate in regular supervision and appraisal meetings.
· To be flexible within the broad remit of the post.
· To take direction on new projects and priorities from your line manager, which may vary from time to time.
· To carry out administrative tasks, and research as necessary, to comply with the job description.
· To maintain clear and adequate records of work done and to produce reports on work programmes and activities as requested by Senior Management Team.
· To ensure the safety and wellbeing of clients sharing their stories on public platforms, always following organisational safeguarding protocols.
· The nature of social media means that occasional unsociable hours will be required to respond to key campaign or media moments.
Mind Havering, Barking & Dagenham is an equal opportunities employer and values diversity. We welcome applications from all qualified candidates regardless of background.

This is not an exhaustive list of duties. The post holder may be required to undertake other reasonable duties, commensurate with their grade and capabilities, to meet the changing needs and overall objectives of the organisation


Person Specification
	Criteria
	Essential/ Desirable

	Experience
	

	At least 1 years’ experience running multi-platform social media, ideally in a professional capacity
	E

	Experience delivering in a busy team, working cross functionally and closely with other colleagues
	E

	Experience in content creation, digital marketing, and communication.
	E

	Experience collecting and reporting on social media analytics and using as part of cycle of evaluation and improvement
	E

	Experience of creating powerful design graphics and re-sizing images for use on social media, using design programmes like Canva
	E

	Experience of maintaining online / social media communities including targeting audiences and responding to interactions
	E

	Experience writing copy for social media publication, corporate communications such as press releases, annual reviews, and newsletters.
	E

	Experience of collecting analytics and data on web stats using Google Analytics
	D

	Experience of using WordPress or other content social media management tools (e.g., Hootsuite, Buffer) and analytics platforms (e.g., Google Analytics).
	D

	Skills & Abilities
	

	Strong verbal communication skills.
	E

	Excellent writing and editing skills, with the ability to create engaging content.
	E

	Excellent proofreading skills
	E

	Effective verbal communication skills, including the ability to liaise effectively at all levels across an organisation, as well as present to and train internal and external stakeholders
	E

	Ability to work on several projects to deadlines in a complex, changing environment
	E

	Proficient in word processing and databases, preferably in a Windows based environment
	E

	Technical skills in managing IT systems and websites.
	D

	Knowledge
	

	Ability to work appropriately with our clients current and past, with an understanding of mental health issues
	E

	Understanding of social media best practices and digital marketing trends.
	E

	An understanding of the issues involved in publicising and presenting a sensitive subject like mental health and suicide to the public and media
	E

	An understanding of the experiences, needs and effects of mental health
	D

	Education / Training
	

	A digital marketing qualification
	D

	Behaviours
	

	Able to demonstrate a commitment and sensitivity of the aims and objectives of Mind in Havering, Barking & Dagenham
	E

	Commitment to anti-discriminatory practice and equal opportunities
	E

	Willingness to work occasional unsocial hours as required
	E
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