JOB DESCRIPTION
Communications Lead
Days:		Monday to Friday
Hours:		35 hours per week
		Hybrid working available – minimum of three days on site per week
		Evening work on occasion
Location:	Bethnal Green (London) but working at other offices/boroughs when required
Salary :	£33,000
Reporting to:	CEO

Overall Objective:
To lead and deliver Working Well’s communications activity across digital, print and internal channels, ensuring that content is engaging, accessible, timely and aligned with organisational aims, service requirements and brand standards, while supporting contract mobilisation, stakeholder engagement and effective internal communication.

Main Responsibilities:
Social Media and Website
· Plan, write and schedule engaging content across all Working Well’s social media channels, ensuring posts are timely, accessible and aligned with the overall aims of Working Well and where appropriate the funding requirements of individual services.  

· Working with the HR Advisor to share job vacancies across social media channels.

· Collaborate with teams and clients across Working Well to develop, test and refine content ideas that reflect our services and the communities we work with in each borough.

· To update the website regularly with new content, changes and deletions.

· To liaise with the website developer to ensure faults are resolved and structural changes are made when required.

Marketing 
· Create marketing materials in line with WWT brand guidelines including leaflets, flyers, posters, and banners.

· To work with teams and clients to create content and materials to support service promotion and referrals, including the leading of co-production activities and events.


· To liaise with the printer services to ensure printed materials are accurate and delivered in agreed timelines.

· To create infographics and impact statements on service achievements for use in our social media, for reporting and to support service reviews.

· To provide guidance to staff on the production of case studies, to edit and refine statements to ensure they are suitable for WWT communication purposes.

· To design presentations on Canva based on content supplied by WWT team members.

Communications
· To create a monthly internal newsletter including news and information for the staff team.

· To develop an external newsletter – purpose and target audience to be agreed.

· Manage schedule of activities and work for the year that reflects our aims, clients and communities.

· To maintain distribution lists for each service and the overall Trust that enable us to focus communication on specific audiences for referrals, funders, employers and other stakeholders.


Contract Mobilisation and Relationships
· To work alongside the CEO and Operations Director to draft and implement communications plans to support the mobilisation of new services. 
· Where appropriate to liaise with contract leads/funders to agree plan details, preferred branding information etc.

General
· Maintain accurate records of each activity, passwords, contract information etc
· Provide timely updates and reports to support monitoring and performance
· Support events, internal meetings, and audits as required
· To take responsibility for and be committed to persona and professional development and keep up to date with law, regulation, guidance standards, and research relating to all aspects of the role.
· Attend supervision, appraisal, training, and development activities
· To comply with WWT policies and procedures
· Other duties as they arise that are in line with this role.

Person Specification:
Essential
· Proficient skills and experience of using social media for organisation and event promotion, for example Facebook, Linked In, Instagram and TikTok and social media scheduling tools such as Hootsuite or Buffer, including paid for posts. 
· Experience of using analytic and insight tools to develop meaningful reach and engagement across digital platforms. 
· Experience of using WordPress content management systems (CMS) to create, edit and maintain webpages. 
· Proficient graphic design skills and experience of using Canva, or similar graphic design platforms). 
· Can identify considered opportunities to develop communications and engagement through initiative and innovation. 
· Can demonstrate creative skills to present information clearly, engagingly and accessibly and generate new ideas for content. 
· Good interpersonal skills to develop positive working relationships with team members, as well as cross team working and external partners and supporters. 
· Excellent written communication skills including copywriting and creative storytelling with attention to detail. Fluent in written and spoken English. 
· Organised and proficient at working to deadlines. Can plan and prioritise efficiently managing conflicting demands and a varied workload; whilst remaining positive and adaptable either working independently or collaboratively within a small team. 
· Competent in the use of Microsoft 365 tools including SharePoint, Word and Excel.
· Commitment to Working Well Trust’s aims and objectives.

Desirable
· Experience of working in the voluntary sector.
· Sector knowledge and sensitivity (MH, neurodiversity, disability, safeguarding awareness etc.)
· Experience of producing online content in a range of formats, including video and multimedia storytelling.
· Experience of designing and updating marketing materials.
· Experience of collaborative working with service clients, ie co-production.

Above all, we are looking for inspiring and committed individuals who have a genuine desire to support our aims.
