
 

The Daniel Spargo-Mabbs Foundation 

Communications and digital content coordinator  

 

Role Overview 

Job title Communications and digital content coordinator 
Salary £25,000 pro rata per annum  
Location Combination of remote working and the DSMF office (Purley, CR8 2BR) 
Contract type Permanent 
Hours of work 18.5 hours/week (0.5fte) including occasional evening and weekend work.   

Flexible working around core hours of 10am-3pm 
Reporting to Head of Education and Engagement 
Closing date Monday 11th March 2024 
Summary You’ll be responsible for creating and co-ordinating communications and digital 

content at our small but growing and highly motivated drugs education charity. A key 
aspect of your work will be generating digital assets and implementing them across 
our outputs, including website, social media and virtual workshops, maintaining the 
professional but approachable ethos the Foundation is known for. 

 

The Daniel Spargo-Mabbs Foundation is a drug education charity, founded by Fiona and Tim Spargo-Mabbs 
in 2014 in response to the death of their 16-year-old son Dan having taken ecstasy. The charity aims to 
support young people to make safe choices and reduce harm, through increasing their understanding of the 
effects and risks of drugs and alcohol, and improving their life skills & resilience. We work with young people, 
parents, teachers and professionals, in schools, colleges and communities across the UK. For more 
information see www.dsmfoundation.org.uk  
 
Job Description  
 
A – Communications 
 
We have a well-established group of users of our provision (schools, colleges etc) plus more coming on 
board on a regular basis, plus an ever-growing group of supporters and followers. These different audiences 
have varying needs in terms of communications from us, and we are always looking to expand our 
audiences ever further, using a range of media including newsletters, social media, website and emails. 
 
Your key responsibilities would include:   
 

 Lead on the design, layout and distribution of formal communications (using provided copy), such 
as newsletters, offering booklets, booking forms, mail outs, fundraising certificates etc. 

 Maintain the contacts database in line with GDPR requirements, for example, adding new contacts, 
data cleansing, and segmenting as required. 

 Prepare, format and distribute branded communication materials (using provided copy) such as 
factsheets for young people, guides for parents and caregivers, and briefing documents for staff 

 Be involved in the creation of new content as needed to encourage engagement with the 
Foundation and its work through use of branding, design etc. 

 Assisting with social media content, including providing stories, graphics and photos, and posting 
across all platforms used by the Foundation. 



 Produce surveys for relevant workstreams, and collate feedback data on aspects of the 
Foundation’s work, and prepare for distribution, both internally and externally. 

 Liaise with other members of the team, including the senior leadership team, on the above. 
 

B – Digital content 
 
We are well known for our broad range of provision, which includes virtual and recorded workshops, as well 
as a wealth of resources such as factsheets and videos for parents, PSHE materials for school staff , and 
information for young people etc, many of which are accessible through our website and social media 
channels. We also have a growing media presence through appearances on TV, radio, podcasts and in print, 
which helps raise awareness of the organisation and its work.  
 
Your key responsibilities would include:  
 

 Producing and editing graphics, images, video, showreels and other digital assets for a range of 
purposes. 

 Designing and producing materials for electronic distribution such as PSHE materials. 
 Managing the Foundation’s media library and providing suitable images, videos etc, as needed. 
 Editing workshop recordings for sending to commissioners, eg. schools. 
 Maintaining relevant sections of the website to keep it up to date, fresh and informative, including 

uploading and updating content. 
 Tracking engagement through the website, newsletters, social media platforms etc, to identify new 

potential opportunities to further interaction with users and supporters. 
 
C – Other 
 
We are a small but highly motivated team of staff and volunteers.  We have high standards and are 
ambitious to do everything we can to support as many young people as possible to make safer choices 
about drugs.  We all have our own areas of expertise and experience, but collaboration and team working 
are key to achieving our objectives.  
 
Your key responsibilities would include: 
 

 Supporting other team members by managing levels of resources such as those distributed at 
workshops. 

 Communicate positively and effectively with all members of Team Dan – staff, contracted workers 
and volunteers; keep staff and trustees informed of ideas and opportunities. 

 Fully integrate equalities issues into all aspects of the work, and where appropriate involve 
beneficiaries in the work of the Foundation. 

 Be self-servicing in terms of all administration and use of IT, using a range of software and systems.  
 Undertake any other tasks as required by the Foundation which are commensurate with the level of 

the post. 
 Promote the aims, objectives and profile of the Foundation. 
 Please note that this post may involve occasional travel. 
 Appointment will be subject to satisfactory Disclosure and Barring Service (DBS) check and 

references. 
 

Benefits: 
 25 days (pro rata) paid annual leave plus bank holidays, employer contributions to pension scheme, 

free car parking (shared between team) at office, flexible working arrangements, office easily 
accessible by public transport. 

 We are kind, we laugh often, and we enjoy eating cake.



Person Specification (A = assessed by application; I =- assessed by interview) 

Essential 
 

Desirable 

Knowledge and experience 
 Demonstrable experience of producing print and digital materials, from design to proofing (A/I) 
 Demonstrable experience of creating and using digital assets (A/I) 
 An understanding of how to communicate effectively, across different forms of media, and experience that 

supports this (A/I) 

 Experience of working within a charity / 
social enterprise (A/I) 

 Experience of working with children and 
young people (A/I) 

Skills and qualifications 
 Excellent IT skills with the ability to use a variety of production software and systems  
 Excellent ability to use other IT packages (MS Word, Excel, Powerpoint, Gmail) and a track record in 

learning/using other software packages 
 Able to be administratively and IT self-serving (A/I) 
 Excellent presentation, written and verbal communication skills  (A/I) 
 Inter-personal skills, allowing you to quickly build professional relationships in a range of contexts (A/I) 
 Excellent organisational skills with experience of making efficient use of limited resources (A/I) 
 Excellent communication skills across different media (A/I) 
 Ability to prioritise and manage your workload to ensure deadlines are met (A/I) 
 Creative problem solving skills (A/I) 
 Excellent time-management and multi-tasking skills (A/I) 

  

Key competencies 
 Ability to work within a team as well as independently (A/I) 
 Ability to use own initiative (A/I) 
 Enthusiastic, self-motivated and flexible (A/I) 
 Tact and diplomacy (A/I) 

 

Personal qualities 
 Ability to motivate and engage others (I) 
 A genuine passion, commitment and motivation to support young people to make safer choices about drugs (I) 

 

Other 
 Comfortable and efficient with hybrid working models, including working in the office at least one day per 

week (I) 
 Ability to work flexible hours as required, including occasional evenings and weekends (I) 
 Must be eligible to work in the UK (I) 

 



Application instructions: 

If you are interested in joining the team and meet the essential criteria for this post, we’d love to hear from 
you.   Please send your CV with a detailed personal statement, referring to the person specification to focus 
on what you would bring to the post 

Send applications to: admin@dsmfoundation.org.uk  

Application deadline:  Monday 11th March 2024 

Interviews:  w.b. 25th March 2024  

 
Thank you for your interest in this post.   


