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ROLE DESCRIPTION

Job title:			Media, Marketing and Communications Officer

Responsible to:	Fundraising and Marketing Manager

[bookmark: _Int_CmCW7YBr]Purpose of post:  To deliver passionate and engaging communications to our audiences across a number of platforms, to strengthen the organisation’s brand, reputation, and public profile and build support for our vision and mission – to protect local wildlife and enable nature’s recovery.  

Main responsibilities:
· Manage effective communication of the Trust’s work and key messages to external audiences.
· Create and deliver content that showcases our work and inspires diverse audiences to love and take action for wildlife.
· Ensure the continued development of our online presence and content across our website and social media channels.
· Directly support the Fundraising and Marketing Manager to help deliver the Trust’s marketing, membership and fundraising strategies.
· Write e-newsletters, press releases and news articles and liaise with press and media to obtain appropriate coverage of the Trust’s work, coordinating media responses and interviews with appropriate staff.
· Using Canva or other design related software, to develop and produce publications and marketing materials to include leaflets, posters and digital content within brand guidelines.
· Utilise photography and video from various sources to gain maximum marketing results, ensuring correct permissions are obtained and maintain the Trust’s media library.
· Oversee the content development and contribute to the editorial aspects of the members’ magazine.
· Use insights gained through analytics and reporting metrics to develop campaigns that support donor journeys, using digital automation and data integration.
· Produce regular reports to monitor progress and performance.
· Work with colleagues, trustees and partners, building strong relationships to support communications for community engagement and promotion of stories.
· Develop and maintain relevant contacts / relationships including across the Wildlife Trusts movement 
· Support and promote advertised events, attend and support events where needed.
· Any other duties as reasonably required by the line manager, including assisting with office running duties alongside the Support Team. 

PERSON SPECIFICATION

	Experience
	

	· Working in communications, marketing, media, journalism, or a related field
· Monitoring, managing and creating content for social media channels 
	Essential

Essential

	· Experience in using a database or CRM system
	Essential

	· Experience in managing events (physical or online)
	Desirable

	· Working with supporter journeys, digital automation and data integration
	Desirable

	Knowledge and Skills
	

	· Excellent oral and written communication
	Essential

	· Ability to prioritise and manage multiple tasks
	Essential

	· Strong IT skills including Microsoft office
	Essential

	· Able to drive and a current full UK driving licence with use of own vehicle 
	Essential

	· Graphic design, video and basic photography skills
· Experience in using GA4 analytics or other data insight tools and reporting metrics
· Knowledge of website management systems
	Essential 
Essential

Essential

	· Understanding of marketing concepts and best practice
	Essential

	Personal Qualities
	

	· A dynamic individual with initiative and drive
	Essential

	· Good team worker who can build relationships both across different areas of an organisation and externally
	Essential



KEY TERMS AND CONDITIONS OF EMPLOYMENT

Employer:	Leicestershire and Rutland Wildlife Trust
Place of work:  	The Trust’s Central Office, currently at The Old Mill, 9 Soar Lane, Leicester
Hybrid working:	Consideration will be given to hybrid working.
Salary:  	£26,045.00 per annum
Length of contract: 	Permanent
Hours of work:  	35 per week
Flexible working will be required to include occasional evenings and weekends. Payment for overtime worked in excess of the standard working week is not available, but time off in lieu may be taken by prior arrangement with line managers.
Leave: 	Annual leave entitlement is 25 days plus statutory public holidays per annum.
Pension:	The Trust operates an Auto-enrolment Pension Scheme and pays an employer contribution of up to 7% of gross salary contingent on a 50% matching contribution from the employee.
Death in Service:	Death in service cover is provided at three times annual salary	
Training:  	A training budget is allocated to this post and on-the-job training will be given.
Travel:  	Trust vehicles will be used, if available, otherwise the standard Trust mileage rate will be payable for the business use of the post-holder’s private car.
Probation period: 	A probationary period of six months applies, during which new employees are expected to demonstrate their suitability for the post.
Equal opportunities:  	The Trust’s Equality and Diversity Policy is available on request. 
Environmental policy:	The post-holder will be expected to carry out their job responsibilities in an environmentally aware manner, ensuring as little damage to the environment as possible.  LRWT aim to ensure all resources are utilised effectively and efficiently. The post-holder will be expected to apply ‘sound value for money’ principles in undertaking purchasing or supply of goods and services.
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