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Job Description


Job Title: Communications & Marketing Assistant – Mat leave cover (12 months)
Based: Wavertree - PC24 HO
Hours: 37.5


Salary: £26180


	Job Summary

	Working within the Communication and Marketing team, this maternity cover provides an opportunity to be involved in a broad range of activities, supporting both colleagues and patients alike. This role is an opportunity to expand on your existing communications and marketing skills, focusing on social media management, content creation, email marketing campaigns and website updates.


	Key Responsibilities


· Share comms and marketing tasks with existing Comms & Marketing Assistant, working together as a team to ensure the organisation’s communications and marketing requirements are prioritised and completed in a timely manner

· Work with Comms & Marketing Assistant to share and complete tasks requested through the comms & marketing portal

· Manage PC24 social media channels by creating engaging social media posts aimed at several target audiences, in line with the PC24 tone of voice

· Use Canva and/or Adobe to design social media images, videos, posters, email content and campaign material, ensuring all imagery and videos used are on brand and consistent

· Ensure all PC24’s services (GP practices, out of hours, community services, etc) receive equal coverage on social media and in internal comms

· Proofread and fact-check all social media posts and email comms prior to scheduling in order to minimise errors

· Create, edit and send internal email campaigns via Mailchimp

· Add new starters and remove leavers from Mailchimp comms lists on a monthly basis

· Assist with events, ordering branded merchandise, scheduling social media posts via Hootsuite, drafting emails, and attending events to generate brand awareness and coverage on social media

· Ensure all documents and merchandise – roller banners, presentations, signage, etc – are on brand and consistent

· Monitor the communications inbox and action requests accordingly

· Assist with regularly adding content (news, updates, new pages) to PC24’s intranet via WordPress

· Redesign outdated documents to make them more engaging and brand consistent

· Assist with internal fundraising events and encourage all colleagues to participate

· Make changes to the PC24 website and practice websites when requested and approved

· Assist the wider People team as required and when possible
Any other specific requirements
· Able to write content to connect with specific target audiences 
· Excellent communication, influencing and negotiating skills 
· Able to manage own workload and take accountability for priorities 
	Person Specification 

	Education & Training
	Essential
	Desirable

	 A qualification in English, Communications or Marketing
	
	x

	
Skills & Knowledge
 
	
	

	Excellent written communication skills with an eye for detail, and strong grammar and punctuation
	x
	

	Experience writing social media posts, email communications, press releases and/or blogs for a variety of target audiences
	x
	

	Experience using Canva and/or Adobe to create social media content and other branded documents 
	x
	

	Excellent listening skills, with the ability to absorb information and suggest appropriate stories to be shared in the PC24 internal newsletter, email comms, and on social media
	x
	

	Ability to receive feedback objectively, and willingness to challenge constructively 
	x
	

	Ability to work to tight deadlines
	x
	

	Ability to work as part of a team assisting colleagues, and also work independently and manage own workload
	x
	

	Excellent organisational skills
	x
	

	Basic understanding of the NHS and the wider UK healthcare system
	
	x

	Ability to travel to other PC24 sites and attend external recruitment events
	
	x

	Experience
	
	

	Experience using Microsoft PowerPoint, Excel, Word and Outlook 
	x
	

	Experience using Microsoft Teams
	
	x

	Experience using WordPress
	
	x

	Ability to work under pressure with demanding targets and tight deadlines, have excellent planning skills
	x
	

	Able to adapt easily and effectively to change
	x
	

	Experience of following processes and SOPs
	x
	

	Ability to escalate any risks when appropriate 
	x
	

	Personal Qualities
	
	

	Communicates openly, confidently, honestly and professionally
	x
	

	Actively promotes team working and builds strong relationships 
	x
	

	Motivated and passionate about Communications and Marketing and the benefits that it brings to colleagues, patients and external stakeholders
	x
	

	Treats all with respect, care, compassion and dignity upholding PC24s values at all times
	x
	

	An ability to maintain confidentiality and trust
	x
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