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Communications and Marketing – Maternity Cover
Job Description and Background Information

Organisational Background
Community Enterprise is a leading social enterprise and community development consultancy and support provider. We provide support to third sector groups across Scotland and beyond and work with communities to build and sustain projects for the benefit of local people.   We are a social enterprise ourselves. 100% of our profits are re-invested in supporting the further growth and development of voluntary and community organisations. 
Community Enterprise has just signed off the next three-year strategy and will do that regularly.

Our Services and Divisions
Our focus is on developing sustainable communities through resilience, using techniques including social enterprise, innovative fundraising and community empowerment.  We have developed four cross-fertilising divisions.  
1. Our development team develops enterprise, communities and organisations including strategic thinking, market research, business planning, evaluations, organisational reviews, community plans and investment readiness. This division has a research element delivering research papers on subjects close to our ethos including community enterprise, asset transfer and community led regeneration.  
2. Our over-arching website has information about all our divisions, but this is a link directly to the work of the development team.
3. We operate the first and biggest social enterprise creative design and branding agency, called Bold.  Its services include branding, design and print, web design and build and creative marketing strategy.  
4. We have a relatively new division that called Breeze Digital. Breeze is a digital support agency that helps third-sector organisations to demystify digital for the third sector with practical support with better systems.
5. We are a strategic part of the sustainable third sector.  We were founding members of Social Enterprise Scotland, founding subscribers of the Voluntary Code for Social Enterprise and members of various national networks.  We currently design and manage the social enterprise support map.  We also deliver a research service that would be of practical use to the sector.
6. As well as direct support, we try new things. We established a national on-line e-commerce site for social enterprises and are interested in how the digital space can develop the third sector.   We recently ran a project called Creative Natives which changed the lives of young care leaves through creativity.

The need for this Role
We pride ourselves on our strong reputation and the impact we have made, and on our growing portfolio of diversified work.  
At a time of growth in our scale, diversification and geographical reach, this post is required to cover our Communications and Marketing Lead during her maternity leave. We are seeking someone with knowledge and experience to continue to deliver our Communications Strategy, ensuring our stories, our impact and our learning is communicated clearly across the sector in Scotland and beyond.

Job Description
Job Title		Communications and Marketing Officer- Maternity Cover
Job Purpose
· To lead on communicating key messages and to raise awareness about Community Enterprise and all our divisions, nationally, UK-wide and internationally.  This will include the work of our development team, Bold and any future project or programme.  To manage our presence, communicating our core work and services to the sector clearly and with a high level of engagement.
· To specifically help us market initiatives such as the Social Enterprise Support Map and our Accelerate programme.
· To use our impact measurement story capture to articulate the difference we are making, short, medium and long term
· This will involve taking the learning from our work, both historically and on an on-going basis and cascading that to the broader sector and to our partners and stakeholders.
· To support and resource the development and admin team to deliver communication in their day-to-day work (e.g. helping our development staff to increase survey response rates, attendance at events etc.)

Main Duties
Communications and Marketing
1. To work within our brand and brand guidelines (currently under development). Communicating clearly and concisely our impact, added value and regional coverage. 
2. To support us in engaging with new clients, beneficiaries and partners in a world changing in relation to a variety of policy areas.
3. To liaise with our Systems and Administrative Manager on data collection and liaise with our Strategic Development Manager, using our impact and learning data through digital marketing and our website to highlight our impact and value.
4. To work with our own graphic designers on any printed or on-line materials.
5. To lead on designing and delivering marketing campaigns within the team of designers and external consultants where appropriate.
6. To evaluate and act on the impact of our marketing and communications work.  
7. Facilitating and attending Community Enterprise events (in-person and online), including setting up tech, communications, on day management and follow up activity.
8. Attending external events on behalf of Community Enterprise, including identifying and booking suitable events, ensuring that the correct marketing material is used and the Community Enterprise stand is set up appropriately.  
Website Use and Digital Work
9. To work with development officers and designers to to create powerful case studies for the website and digital media.
10. To monitor and add information update on the website as required.
11. To work with the team to ensure there is a regular series of blogs, news and stories.  
12. To lead on the production of our LinkedIn CommEnt newsletter and publishing it to the website. Topics will be decided a month in advance with SMT.
13. Use social media, including Facebook, LinkedIn, Instagram, Bluesky, to communicate key stories, messages and information. Ensuring key content is agreed on with SMT a month in advance.
14. To utilise short term data that is gathered regularly, including on our project management system and via evaluation surveys, to create a picture of the impact of our work
15. To work with the Senior Management Team and the Strategic Development Manager to find ways to communicate that impact.
General Admin Tasks and others
16. To work closely with the admin team to use and record data.
17. Though not a core part of the post, there may be opportunities for you to get involved in client work.
18. All other tasks which are commensurate with the spirit of this varied role.

Person Specification
Essential Skills and Experience
· A strong understanding of on and off-line communication and marketing techniques, tools and processes.
· The willingness to undertake a variety of tasks at different levels as part of a team - someone who is happy to “muck in”.
· A collaborator and partnership builder, both within Community Enterprise and with our partners.
· Positive and hard-working with a proven track record of raising the awareness of an organisation and their work.
· A sensitivity to images and their use in the right context.
· Excellent communication and people skills, and a personality that partners and clients warm to and that engenders respect and confidence
· A commitment to our ethos and values
· Excellent verbal and written communication skills. 
· Highly organised and able to multi-task effectively across all divisions of our organisation. 
· Self-motivated with ability to work well independently and as part of a cohesive team, particularly in times of increased remote working.
· Aptitude to pick up new technologies quickly 
· Ability to work across a diverse team of different people in an organisation with a wide portfolio of work.
Desirable Skills and Experience
· 2-3 years’ experience working in a Marketing and Communications role.
· Experience of having tracked impact, ideally in the third sector, and with finding effective and innovative ways to communicate that impact.
· Understanding/experience of the third sector and ethical enterprises.
· Some knowledge of website analytics tools (e.g. Google Analytics) would be useful.


	Accountable to 
	Strategic Development Manager

	Hours 	
	The post is for 37.5 hours per week. Hours be worked in a flexible way, to include some weekend and evening work, for which time off in lieu will be available.
Willing to consider Job Share or Part-time.

	Location
	Based in Community Enterprise’s Livingston office but with extensive remote working both at home and in the field. We have a hybrid working policy.

	Remuneration
	£34,279 pro rata

	Duration
	Minimum of 6 month- with possibility of extension.

	Start Date
	Monday 1st December (approximately) 

	Employed by
	Community Enterprise Ltd



How to Apply
· Please complete the attached application form
· Email to maria@communityenterprise.co.uk 
· Closing date: 9am Monday 10 November 
· Interview date: Thursday 13th November. Interviewees are asked to present an example of a project, story or initiative that you have communicated effectively and outline the difference it made.

Further information 
If you’d like to discuss the work of Community Enterprise, please contact Sarah Cameron at sarah@communityenterprise.co.uk OR Douglas Westwater at douglas@communityenterprise.co.uk 
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