Role Profile

Job Title: 

Marketing and Communications Officer

Reports to:  

Relationships Manager
Has reporting:  
None
Salary Band:
C (£21,087 - £23,858)
Duration:

Permanent, full time (35 hours per week)

Location: 

Findhorn, Moray 
Trees for life - context
The core purpose of Trees for Life (TfL) is to restore the ancient Caledonian Forest and all its constituent species of flora and fauna to the Scottish Highlands.  By engaging volunteers to do this, TfL aims to provide a powerful and educational experience that will promote the work of restoration to wider audiences. Through providing a demonstration of the techniques of ecological restoration, TfL aims to inspire similar projects elsewhere in the UK and around the world.

Overall purpose of the job 
This role is responsible for the planning and delivery of communications and marketing across the full range of our activities to target audiences, such as supporters, partner organisations, the general public and volunteers. The aim of this role is to inspire interest in and support for the vision and work of Trees for Life.
Key liaisons

The postholder will liaise with and support staff based at both Findhorn and Dundreggan Conservation Estate, our Board of Trustees, Patrons, volunteers and externally with press, businesses and other stakeholders.  
Scope, Accountability and Resources
This role includes the generation of content, from across the whole organisation, for our external communication. 
The postholder will be responsible for our social media accounts, website, member materials and supporter e-newsletter, reporting to the Relationships Manager.
Key Responsibilities

Media
· Create press releases, statements and feature articles – collaborating with colleagues across the organisation to extract and place good stories and visuals.
· Build strong relationships with media contacts and act as the first point of contact for media enquiries.
· Place stories in both print and broadcast media.
· Develop and maintain a media database.  
· Monitor our press coverage, collect press cuttings and report on impact.
Digital
· Develop, manage and update content for our website, working with our web developers on more fundamental changes to the site.
· Maintain our social media accounts and set up new ones as required.
· Track campaign metrics and prepare monthly reports on the impact of our marketing and communication activities.

· Use analytical insight to refine and retarget marketing campaigns as necessary.
Communications and Marketing
· In collaboration with the Relationships Manager, plan and create communications campaigns which incorporate all possible channels and optimise our reach and return on investment. 
· Oversee the production, marketing and dissemination of publications and publicity materials. 
· Commission communication materials from and manage external contractors.
· Maintain our photo library.
· Provide creative, editorial and operational advice and support for other staff undertaking communication activities.
Any other duties as required by the line manager, commensurate with the grade and level of responsibility of this post, for which the postholder has had the necessary experience and/ or training.

Person Specification

Skills & Competencies
· Excellent interpersonal and communication skills and a high standard of written English are essential.
· Able to derive and apply data analytics to inform messaging and targeting.
· Proficient in IT with good knowledge in particular of Microsoft Office software, website Content Management Systems,  Mailchimp, HTML.
· Proficiency on Apple Mac computers is desirable.  
· Good understanding of data protection and copyright regulations.
· Basic financial and budgetary management skills.
· Experience of managing contractors would be desirable.
Personal Attributes
· Highly organised, with the capacity to juggle and prioritise a diverse workload effectively;
· A creative team player – able to build good relationships with staff and find interesting stories and inspire others in the organisation to realise the power of communications;
· Self-motivated and solutions focused – able to spot and take opportunities and tackle problems positively;
· A completer/finisher – able to see things through to the end and evaluate their effectiveness;
· Personable and professional – able to build good external contacts and networks;
· The postholder will have genuine enthusiasm and passion for nature conservation - essential in communicating TfL’s vision to a wider audience;
· Demonstrably committed to TfL’s ethos.
PAGE  
1
Trees for Life 

Marketing and Communications Officer
Role Profile

November 2016



