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JOB DESCRIPTION

1. JOB DETAILS


     Job Title: 


Interim Head of Marketing & Communications 

Hours: 


37.5 hours per week 
Unit/Department: 
Marketing and Communications Team
Reports to: 

Chief Executive Officer  
Tenure: 


Maternity Cover – 9-12 months
2. JOB PURPOSE 
To plan, develop, execute and measure strategic marketing, communication and brand initiatives across all channels and a range of key audiences to support Rowcroft’s charitable objectives. 
Responsible for providing marketing and media advice to the Senior Management Team, acting as the communications link between the hospice and stakeholders including the media, local community and professional bodies.
The postholder will also contribute to the hospice’s strategic development and corporate responsibility as a member of the Senior Management Team.
3. DIMENSIONS

Budget holder for the marketing and communications budget c£180k.
Line management of a team of 4 permanent staff responsible for external and internal communications which impact on all staff within the organisation.
Responsible for managing relationships with third party agencies. 
4. PRIMARY DUTIES AND RESPONSIBILITIES

Strategic and Corporate Communications 
· Implement and lead on the ongoing development of a marketing, communications and brand strategy, ensuring regular review and evaluation of activity

· Promote the use of the corporate identity, ensuring all of Rowcroft’s documentation promotes a consistent image and is in line with brand guidelines
· Working in collaboration with the CEO, Senior Management Team, Hospice Managers and external stakeholders, identify and lend support to the implementation of marketing opportunities to secure the position of hospice services and funding propositions within the local palliative and social care environment 

· Contribute to the management of Rowcroft’s reputation

     Tactical Marketing & Communications
· Write, edit, proof read, oversee and co-ordinate internal, external publications, patient leaflets, income generation and corporate materials ensuring these are in line with marketing and communications objectives and adhere to brand guidelines. 
· Oversee the day to day, tactical delivery of Rowcroft’s communications and marketing activity in relation to the delivery of services/ patient care
· Develop and oversee marketing plans, detailed action plans and budgets for each income generation campaign/ event, retail and lottery to ensure delivery of activities to tight timeframes and maximising opportunities to cross-sell

· Monitor and report on the impact of marketing and communications activity, local competition and trends

· Oversee the development of a case study/ story approach to all Rowcroft communications, ensuring the hospice’s work is brought to life

Media and PR
· Implement and maintain systems and procedures to aid effective communications and PR

· Manage the hospice’s PR and media activity including acting as a spokesperson for the hospice and providing a professional media relations service to national, local and specialist press

· Generate diverse media coverage, working with all areas of the hospice

· Ensure effective records of all media coverage (online and offline) associated with Rowcroft are retained, keeping the Senior Management Team up-to-date and fully appraised of all relevant information relating to the hospice’s reputation within the media

· Be responsible for any relationships the hospice has with celebrities and for encouraging celebrity support
Internal Communications
· Lead on the development and delivery of an internal communication strategy which promotes awareness and understanding of Rowcroft’s vision and values
Digital/ Online Marketing 
· Lead and deliver an inspiring and engaging multi-channel digital strategy and content plan, considering all relevant platforms and utilising social media to its full potential
· Responsibility for maintaining, reviewing and developing the website ensuring it meets the needs of all key stakeholders
· Responsibility for developing digital income and reporting on the hospice’s digital activity in a commercial manner
Leadership and Management
· Provide leadership and support the development of the Marketing and Communications team
Financial Management

· Devise annual budgets for the department, monitor spending and ensure that all work is carried out within identified budgetary settings. 
· Provide regular reporting on and ensure efficient use of resources

Organisational expectations of Senior Management Team positions

· Represent their area of expertise, inputting to Senior Management Team on these matters and contributing to general discussion
· Being part of ‘corporate’ decision making within the Senior Management Team
· Being a point of senior leadership within the organisation and when required to do so making decisions that they consider reasonable and justifiable, including if circumstances dictate, on matters outside of their area
· Being part of the senior tier of payment authorisation including payroll and BAC’s payment runs
· Being part of the Senior Management Team on-call rota, excepting those already within department on-call rotas, in the knowledge that the CEO will be available as 2nd on-call for advice.

5. KEY RESULTS AREAS
· Strategic Communications
· Lead the development and delivery of a Marketing and communications strategy
· Branding

· Ensure brand guidelines are adhered to across the hospice, to ensure a strong and consistent identity and on-target message
· Press & PR

· Generate diverse media coverage, working with all areas of the hospice to help raise Rowcroft’s profile at a local, regional and national level

· Analysis and Evaluation

· Lead the development and implementation of systems to monitor the impact of marketing and communications

· Internal Communications
· Improve internal communications and in particular the flow of information between Patient Services and Income Generation

· Staff Management

· Provide leadership, motivation and support to the Marketing & Communications team
6.     AUDIT CLAUSE

All members of staff are expected to participate in audit assessments as appropriate.

7.     INFECTION CONTROL CLAUSE


All staff, both clinical and non-clinical, are required to adhere to the organisation's Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times, thereby reducing the burden of Healthcare Associated Infections including MRSA.  All staff employed by Rowcroft Hospice have the following key responsibilities:

 


- Staff must decontaminate their hands prior to and after direct patient care or contact with the patient's surroundings;


- Staff members have a duty to attend mandatory infection control training provided for them by the Hospice;


- Staff members who develop an infection (other than common colds and illness) that may be transmittable to patients have a duty to contact Occupational Health.
8. KEY COMMUNICATIONS AND WORKING RELATIONSHIPS
· Senior Management Team
· Income Generation Team
· Clinical Team Managers
· Trustees
· Media
JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the postholder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

Postholder’s Signature:





Date:

Head of Department’s Signature:



Date:


PERSON SPECIFICATION
	Attributes
	Essential
	Desirable


	Qualifications, special training and general intelligence
	· Educated to A level or equivalent   including Maths & English at GCSE
· Professional qualification/significant experience in PR/ marketing 


	· Degree or equivalent in related subject

· IM Diploma


	Knowledge and skills
	· Excellent written and verbal communication skills 

· Proven ability to work to a high standard and with an eye for detail, working under own initiative 

· Strategic thinker

· Detailed understanding of effective media and reputation management

· Knowledge of social media and its applications for fundraising

· Good analytical skills; able to digest, analyse and make recommendations

· Demonstrable ability to work autonomously 

· Capability to plan over short, medium and long-term timeframes and adjust plans and resource requirements accordingly

· IT skills including MS Office

	· Knowledge of South Devon communities

· Good working relationships with local and regional media contacts 



	Experience


	· Proven experience in PR, communications and marketing

· Experience of writing engaging copy 

· Experience of producing printed materials and or newsletters 

· Proven experience of managing projects and of delivering multiple and concurrent marketing plans and activities

· Experience of managing website content 


	· Proven experience within healthcare and/ or charity sector

· Experience of dealing with the media including giving radio or TV interviews or willingness to undertake training

· Experience of working with designers and printers 



	Experience
	· Experience of brand management
· Experience of implementing a communications strategy 

· Experience of managing a team


	

	Personal requirements 
	· Effective interpersonal, negotiating and influencing skills

· Ability to form and develop positive relationships with people at all levels

· Self motivated, flexible and takes initiative

· A high degree of tact and diplomacy

· Ability to prioritise workload to achieve tight deadlines.

· Creative and imaginative in approach to ideas and opportunities.


	· Engagement with the philosophy of the Hospice Movement

	Other requirements


	· To be able to undertake occasional evening or weekend work.

· Ability and willingness to travel around the area.
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