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JOB DESCRIPTION​

	Job Title:


	Digital Marketing Co-ordinator

	Directorate/Team/Venue:
	Communities, Culture & Heritage

	Reporting to:


	Head of Marketing and Communications


JOB PURPOSE
The Heritage Foundation is a multi-faceted organisation with a wide range of messages to be communicated strategically.  Digital communication forms a large part of our output, and serves as a key platform for stakeholders to engage with us.

There is an existing framework for delivery of digital communications, and a reporting structure to ensure our digital KPIs are achieved.  The postholder will be expected to engage immediately with the existing frameworks, but will be a crucial part in the development and reshaping of these in the coming months. 
Whilst the role does not have any line management responsibility, you will need to manage relationships with our key suppliers. 
MAIN WORKING CONTACTS

Internal: Head of Marketing and Communications, Research and Evaluation Manager, Marketing and Communications Business Partners, Gallery Curator, Venues Manager. 
External: Website hosting and design providers
KEY AREAS AND TASKS

1. Content Development

· Drafting a range of content for internal and external digital platforms – including TikTok, Facebook, Twitter, Linkedin. 

· Editing complex information in consultation with colleagues to make it accessible to our diverse audiences across relevant platforms.

· Create imagery and creative for use across platforms (usually using existing templates)


2. Reporting and Measurement

· Using data, insight and best practice to ensure our websites are managed to a good standard and that we are reaching the right audiences.

· Producing weekly reports on social media and website performance

3. Digital Planning
· Contributing to campaign plans and projects, outlining digital activities to meet our objectives.
· Contributing to content plans and digital marketing activities. 

4. Supplier Management

· Liaising with web agencies on a day to day basis to ensure relevant development work is carried out.


5. Teamwork

· Supporting team workflow systems and project management practices. 

· Taking a collaborative and flexible approach by working in partnership with teams across the Foundation to get the job done.

PERSON SPECIFICATION

DIGITAL MARKETING CO-ORDINATOR
We are looking for someone to be able to demonstrate the following values and competences to a high level and want to use these to the full in their work.  

This is equally important as having the direct experience or technical ability for this role and so we will be looking for evidence and examples of the following during the selection process, if you are shortlisted for this role.

	Values
	Competencies

	Collaborative 
	Communicating

	Supportive 
	Taking Responsibility 

	Inclusive 
	Inspires & Empowers Others/Leading Others

	Evidence based
	Managing Relationships

	
	Social Media Content Management

	
	Website Management


1.
EXPERIENCE & TRACK RECORD

These are the things key activities / experience that candidates must have to be shortlisted.
· Experience of managing professional social media channels
· Experience of creating customer facing communications imagery and copy
· Experience of working within a fast paced marketing team
2.
SKILLS, KNOWLEDGE AND ABILITIES

These are the things qualifications, skills and abilities that candidates must show to be shortlisted.

· Interest in and knowledge of arts, culture and heritage sectors 

· Proficiency in MS Office (Outlook, Word, PowerPoint, Excel,).  

· Strong writing, editing and proofreading skills and excellent grammatical and verbal skills.  

· The ability to review, summarise and present a high volume of information quickly and accurately.

· Confident communicator at all levels and with a range of internal and external stakeholders – verbal and written

· Strong team player and able to work well across the Foundation
· Ability to work independently and use own initiative

· Excellent people skills and able to build excellent relationships internally and externally

· An ability to develop creative solutions and manage multiple projects simultaneously.

· Knowledge or experience of cultural, leisure and community focused activities

3.
ADDITIONAL JOB REQUIREMENTS

3.1
Willingness and ability to work outside of normal office hours on occasion.
3.2
Willingness to work flexibly in response to changing organisational requirements
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