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Description automatically generated]JOB DESCRIPTION & PERSON SPECIFICATION	



Marketing Communications Officer

The Marketing Communications Officer role provides essential day‑to‑day support to ensure our channels, content and campaigns are delivered accurately, on time and in a way that supports key business goals across Brand, Services and Fundraising.

As one of two postholders in identical roles, you will carry out the core delivery tasks that underpin our marketing function - including content creation, channel management, campaign execution and KPI tracking. The role works closely with the Senior Marketing Officer and the Marketing Communications Manager to action agreed priorities, maintain workflow, and ensure operational consistency across all our outputs.

Reports to: Senior Marketing Communications Officer

Our Values	
At Help Musicians & Music Minds Matter we:

Embrace change; recognising that change leads to opportunity and the potential to seek out better solutions for those we’re here to support

Are curious; recognising that insight, understanding and empathy enables us to deliver our best work

Value difference; knowing that diversity of thought, team and experience makes our charities stronger 

Come together; united through our appetite for music we’re committed to working collectively, doing the very best to support those that need our help

What does success look like?
· Timely, well‑coordinated delivery of marketing activity across all channels
· Smooth execution of campaigns supporting both Services and Fundraising
· Improved audience experience through better clarity, accessibility and conversion across channels
· KPI tracking and reporting are accurate, timely and helpful, contributing to insights used by the wider team.
· Inbox requests from other teams are triaged efficiently, with clear communication and strong collaboration across departments.

Main Responsibilities 	
1. Create marketing plans for allocated services and campaigns, ensuring activity is aligned with organisational priorities and agreed KPIs.
2. Execute marketing activity across all channels, delivering high quality, timely and accurate outputs that support objectives.
3. Create and publish engaging content for social media channels, including copy, visuals and short form video, tailored to each platform.
4. Create, edit and upload content to our websites, ensuring pages are clear, accessible, accurate and optimised for priority user journeys.
5. Write, build and send newsletters and email communications, supporting segmentation, personalisation and audience stewardship.
6. Support the delivery of paid marketing activity, including preparing assets, drafting copy, assisting with targeting requirements and monitoring performance.
7. Manage the team inbox, triaging requests from Fundraising, Services and other teams, ensuring queries are actioned, prioritised or escalated appropriately.
8. Track KPIs and contribute to performance reporting, including preparing regular monitoring reports across social, email, website and paid activity.

Person Specification
Essential Skills and Experience 
1. Experience creating and publishing content across social media channels, with an understanding of platform best practice.
2. Ability to write clear, engaging and accessible copy for multiple channels, including social, email and web.
3. Strong organisational skills with the ability to manage multiple tasks, deadlines and incoming requests.
4. Experience updating website content using a CMS, ensuring information is accurate and user‑focused.
5. Ability to collect, track and interpret basic performance data (e.g., social, email, web metrics) to support reporting.
Desirable
1. Experience supporting paid social or digital advertising activity.
2. Knowledge of SEO best practice.
3. Knowledge of legislation, regulation and relevant standards relating to the use of personal data and fundraising (Data Protection Act, Privacy & Electronic Communications Regulations, GDPR, Fundraising Regulator) and how this impacts communications.
4. Awareness of the UK music sector and the challenges faced by musicians.

Personal Attributes
· Creative thinker with an interest in content, trends and audience engagement.
· A proactive, hands‑on approach to delivery.
· Collaborative, open and supportive working style, with strong communication skills.
· Attention to detail and pride in producing high‑quality, accurate work.
· Curiosity and willingness to learn, ask questions and develop new skills.
· Ability to stay calm and organised when handling multiple priorities or responding to unexpected requests.
· Comfortable experimenting, testing and trying new approaches to improve performance.
· Motivated by making a positive difference to musicians and the wider music community.


Additional info
· Hybrid working, with a minimum of 2 days in the London office (WC1X 9JS) and 3 days at home, with flexibility to attend the London office more regularly as the needs of the role dictate.

This job description is a written statement of the essential requirements of the job, with its key accountabilities, and the experience, knowledge, and skills required for effective performance. This is not intended to be an exhaustive account of all aspects of the duties involved.
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