[image: Touchstone new logo-CMYK-April 2008]

TOUCHSTONE

JOB DESCRIPTION

MARKETING AND COMMUNICATIONS MANAGER

Salary: 	Touchstone Pay Structure (2024)  (SP2024)
*Pay points 32-35 -£42,345.37 - £45, 609.69 (per annum pro-rata)
Hours of work: 	22.5 hours per week
Responsible to: 	Director of Strategic and Business Partnerships 
Place of work:	Touchstone House, Leeds
Length of Contract:		Permanent
Employing body:	Touchstone Board of Trustees

Any increase in pay point(s) will be reviewed annually based on the financial position of Touchstone and will only be awarded on this basis. 

This role will include occasionally working out of hours and weekend work. This role will also include being part of Touchstone’s Manager on Call rota. 


PURPOSE OF THE JOB

The Marketing and Communications Manager will work closely with the Director of Strategic and Business Partnerships, leading on Touchstone’s strategic communications and marketing to raise the organisation’s profile and awareness of its services across West Yorkshire and beyond.

This role will play a key part supporting Touchstone’s transformational change and  delivering the aspirations of the new five-year Strategic Business Plan

The postholder will combine strategic and operational leadership with responsibility for shaping and delivering an integrated marketing and communications strategy. This strategy will support organisational growth, increased service engagement, fundraising and partnership opportunities across a range of projects, services, partnerships and campaigns
and attract diverse and talented employees and volunteers.


KEY RESPONSIBILITIES:

Leadership and Management

1. Working closely with the Director of Strategic and Business Partnerships develop and lead on the implementation of a Communication and Marketing Strategy aligned with Touchstone’s strategic business plan, engaging managers and staff, external partners and organisations.

2. Manage the Communications and Marketing officer, supporting their development by setting clear performance targets and providing regular feedback, as well as carrying out regular one to one  meetings and appraisals.

3. Identify the marketing and communications learning and development needs of organisation-wide staff and facilitate training and development opportunities.

Campaigns and content

1. Work effectively with managers and staff to actively promote Touchstone projects, services and events and monitor impact of promotional activity.

2. Support the marketing of Touchstone’s trading arm, including supporting the branding, production of training resources and promotion of training to a wide range of organisations and individuals. 

3. Working with the People and Culture Service and managers at all levels to raise the profile of Touchstone as an inclusive and diverse employer.

4. Lead on planning and delivery of public campaigns aligned with national events e.g. Mental Health Awareness Week and World Suicide Prevention Day, including the creation of engaging content and asset development 

5. Ensure consistent messaging across all channels, including website, social media, email, and printed materials.

6. Lead on coproducing content that spotlights service user’s stories 

Digital and audience engagement

1. Support the continuous improvement of Touchstone’s digital presence, including the website, intranet, social media, and email marketing platforms and others as required.

2. Lead on content creation that is accessible, inclusive, and drives high engagement and support.

3. Monitor engagement and audience growth, using analytics to inform future activity.

Fundraising and partnerships

1. Work with the Fundraising Manager supporting fundraising activities and developing marketing campaigns to support donor, corporate, and grant-related communications. 

2. With other key managers, lead on the promotion of partnerships, campaigns, and corporate engagement, to include co-hosting events with donors/local businesses.

3. Lead on media relations,  identifying and maximising PR and media opportunities.

Impact, data, and reporting

1. Develop and monitor key performance indicators for marketing and communications activity.

2. Use data and insight to shape campaigns, messaging, and audience engagement.

3. Provide regular reports to Senior Leadership and the Board of Trustees on performance, impact, and learning.


Brand Management

1. Support with branding and ensuring consistency across all internal and external materials. 

2. Develop branded content templates, toolkits, and training and guidelines for staff and volunteers. 

3. Support the design and production of printed materials, reports, and campaign assets. 

4. Build and maintain relationships with media, partners, and sector networks.

Financial and operational responsibilities

1. Manage the marketing budget effectively, ensuring value for money.

2. Work with external suppliers, designers, and agencies where required.

3. Ensure all communications comply with relevant policies, including safeguarding, data protection and equality, diversity, and inclusion.

4. Comply with financial policy and procedures of Touchstone.


GENERAL

1. To work closely with Board, Committees and Management Team in order to further the work of Touchstone.

2. To seek out and capitalise on opportunities to develop and sustain Touchstone’s work 

3. To be line managed, appraised and trained in line with the organisation’s policies, procedures and practices.

4. To be aware of and apply the principles of Trauma Informed Practice

5. To participate and be included in Touchstone’s Manager on Call rota 

6. To be an active member of Touchstone’s Management Team and to undertake any work arising from it as appropriate.

7. To operate within the aims, policies, and practices of Touchstone and employing organisations at all times and to be committed to and promote the organisation’s equal opportunities and anti-discriminatory policies

8. To be an information asset owner ensuring information is dealt with in accordance with information governance, data protection and GDPR, including carrying out data protection impact assessments, data flow, service records of process activity. Also to prepare information in accordance with data subject access requests.

9. To be aware of and employ the general practices of Touchstone’s Health and Safety and Safeguarding Complaints Policies and Corporate Governance requirements are met.

10. To undertake out of hours and weekend work as required.


11. To undertake any other duties as directed by the Director of Strategic & Business Partnerships that may reasonably fall within the scope of the post.
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