Head of Marketing & Communications 
up to 37.5 hours






Post holder:		Vacant

Area of Work:	Marketing and Internal and External Communications for
Katharine House Hospice and Katharine House Retail Ltd

Responsible to:	Deputy Chief Executive



Katharine House Hospice Mission

We help local adults with complex, progressive illnesses from diagnosis to
 the end of life through free, high quality, specialist palliative care, 
advice and guidance, and we support those close to them.


Department Objectives

To deliver an exceptional marketing and communications function that will enable the organisation to accomplish our mission and achieve our organisational objectives.  


Role within the Department

To act as the senior marketing & comms lead across the Katharine House group of companies whilst delivering an in-house marketing resource.  To create the organisation’s marketing strategy and develop and implement plans.   


Summary of Specific Objectives 

a) Overall responsibility for the organisation’s marketing and communications activities.  In particular: 
· Inspire and motivate people to support our retail and fundraising activities
· Increase referrals and help us to support more local families
· Support recruitment and retention activities to enable us to maintain a robust paid and voluntary workforce
· Increase awareness of and dispel the myths about the work of the hospice within our community.
b) Devise, co-ordinate and deliver the organisation’s internal and external communications. 
c) Monitor performance against budgets, plans and targets.
d) Manage the marketing & comms team.



Key Tasks and Responsibilities

a) Overall responsibility for the organisation’s marketing and communications functions:
Strategy & Leadership
· Create, develop and implement a marketing strategy to enable the Katharine House group of companies to deliver the organisation’s strategy.
· Ensure there is continued ownership and understanding of the marketing strategy at board level, Executive Team level, and departmental level and ensure staff and volunteers understand their roles within this strategy.
· Provide leadership, education and motivation across the organisation and work with managers to establish plans that will create integrated and cohesive marketing activities across all departments.

Marketing 
· Provide hands-on support to enable managers to deliver their marketing plans effectively.
· Find new and exciting ways to target and engage new and existing audiences.
· Create compelling content for a range of audiences.
· Develop key messages; lead on creating and maintaining appropriate and consistent language and terminology across all media
· Lead on the analysis and evaluation of marketing activity and associated data to improve performance, growing digital income and optimise user experience as well as enhancing the understanding of stakeholders.
· Produce and commission eye-catching and effective materials.
· Support departments including care, retail, fundraising, HR and voluntary services with the implementation of communication and marketing plans, helping each function to engage effectively with their target audiences and providing materials as required.  
· Ensure brand vision and values on all materials produced across the Hospice, including brand alignment strategies.  
· Ensure all hospice events and activities are captured in video, images and narrative (as appropriate) and their impact maximised.
· Continuously review and update marketing and communications activities.

Digital  
· Lead on our digital transformation work.
· Exploit potential of digital marketing channels including display, email, SEO, SEM and social.
· Oversee the continued development and maintenance of an effective website, updating and adding additional functionality as required to ensure that it is up to date and accessible.
· Support the fundraising and retail teams to maximise the potential of their income generation platforms.  
· Lead on the analysis, evaluation and sharing of social and digital performance, using this information to aid decision making and improve performance, growing digital income and optimising user experience as well as enhancing the understanding of stakeholders.



PR 
· Deliver targeted and effective publicity and promotional activity aimed at supporting organisational and departmental objectives.
· Identify storytelling opportunities and case studies, develop press releases, blogs, articles, interviews and other promotional materials.
· Develop relationships with media and key stakeholders including patients, carers, customers and supporters.
· Develop campaigns to mark significant organisational milestones as required.
· Protect and enhance our reputation.

b) Devise, co-ordinate and deliver the organisation’s internal and external communications 
· Develop and deliver effective communication plans to engage with staff and volunteers including the development and promotion of our intranet.
· Facilitate two-way communication, to help build a positive, engaged organisational culture using a range of communications initiatives.
· Ensure interesting and informative updates are issued to all staff and volunteers regularly.
· Strategically manage the Hospice’s communication with all external audiences including patients and families, healthcare professionals, supporters, customers, and our community.  Communicate effectively with these audiences to protect and enhance our reputation as a care provider and employer, increasing awareness of Katharine House Hospice as a charity, and maximising income from all sources.
· Act as a spokesperson where appropriate for the hospice in local, regional and national media and support others when the spokesperson is someone else.
· Advise the Executive Team on communications opportunities and risks.
· Develop and contribute to the organisation’s emergency communications and business continuity arrangements 
· Continuously review and update communications activities.

c) Monitor performance against budgets, plans and targets 
· Manage the annual marketing budget.
· Negotiate costs to achieve effective use of resources.
· Set targets and key performance indicators for marketing activities
· Measure marketing outcomes and report on marketing activity and deliverables.

d) Manage the marketing & comms team
· Provide strong leadership, setting high standards and delivering effective line management, support and development.
· Utilise volunteers in relation to specific tasks to minimise the time input of paid staff and maximise the personal satisfaction of the volunteers.
· Ensure all staff and volunteers understand and are appropriately trained to undertake their roles including compliance with regulation, information governance and all relevant hospice policies and procedures.
· Carry out appraisals and 121 meetings and deliver ongoing support.
· Recruit and induct new staff and volunteers as required.


Other Tasks and Responsibilities
e) Develop and maintain good relations with staff and volunteers working throughout the organisation.
f) Keep up to date on best practice and current trends in charity marketing & communications and have an awareness of innovations and changes to legislation and codes of practice.
g) Maintain high levels of professionalism in all undertakings.
h) Maintain the hospice policies relating the function.
i) Represent the function and organisation in relevant committees and groups including the Income Generation Committee and the Staff Forum. 
j) Maintain confidentiality at all times.
k) Maintain effective records of activities.
l) Identify personal development needs, and means by which these may be achieved.

Key Competencies and Skills Requirements
See attached Person Specification.

Other

Driving Licence
The post holder should hold a current UK driving licence and have access to a roadworthy vehicle to use on Hospice business necessitating travelling beyond the office base at the Business Centre.
 
Hours of Work
The post holder will work up to 37.5 hours per week Monday to Friday.  Flexible hours (but not flexitime) are available.  

Some flexibility will be required to meet the needs of the department and there may be some out of hours work required in relation to specific activities.

Hybrid working is an option and after a period of induction this role can be worked from home for up to 2 days per week, with at least 3 days per week based at our Business Centre on Stafford Technology Park.  

There will be some travel to and from the Hospice and there will be an occasional need to visit some of our retail stores which are in Mid and North Staffordshire (mileage allowance for travel expenses).

Smoking
The hospice has a no smoking policy. All hospice premises are considered No Smoking Zones.

This job description outlines Katharine House Hospice’s intentions for this post at the time of writing.   As the organisation changes specific objectives, responsibilities, functions, and tasks within the role may be added, removed, narrowed or widened.   These may happen as part of the performance review process, or as part of wider organisational changes.   Katharine House will discuss all such amendments with the post-holder, and will seek to incorporate the views of the post-holder in any amended Job Description.   Should the post holder be dis-satisfied with any amended job description, then formal action can be taken through the grievance procedures.
KATHARINE HOUSE HOSPICE

JOB DESCRIPTION

1 of 6
1 of 5
Person Specification – Head of Marketing & Comms

	
	Essential
	Desirable

	Education & Qualifications
	
	

	Keeps abreast of marketing developments and innovations
	
	

	A commitment to own personal development
	
	

	Marketing qualifications 
	
	

	Member of the Chartered Institute of Marketing (CIM)
	
	

	Experience
	
	

	Min. 3 years track record in a similar role
	
	

	Delivering effective marketing and PR campaigns
	
	

	Delivering effective internal and external communications programmes
	
	

	Brand positioning & development
	
	

	Setting, monitoring, analysing & interpreting effective metrics & KPIs
	
	

	Strategic planning
	
	

	Managing copy, creative and publication processes, scrutinising effectiveness and impact of all work.
	
	

	Cross organisational working
	
	

	Overseeing the design and print process
	
	

	Digital, including but not limited to: SEO & SEM, content marketing and management (including use of content management systems), social media marketing, 
	
	

	Knowledge and experience of digital and ecommerce marketing
	
	

	Managing effective teams
	
	

	Experience of desktop publishing and graphic design packages
	
	

	Retail Marketing
	
	

	Brand storytelling, including production of engaging video content
	
	

	Voluntary sector marketing
	
	

	Working with and managing suppliers and volunteers
	
	

	Working with limited resources
	
	

	Skills, Knowledge and Aptitudes
	
	

	Outstanding communicator with exceptional interpersonal skills, able to maintain excellent rapport with patients, donors, customers, colleagues and other stakeholders
	
	

	Proactive with lots of initiative
	
	

	Excellent organiser and planner, able to manage multiple projects & competing demands
	
	

	Highly creative
	
	

	Evidence and data-driven and numerate
	
	

	Effective collaborator and able to work independently 
	
	

	Able to work under pressure and to meet deadlines
	
	

	An exceptional level of attention to detail
	
	

	Advanced proficiency in MS Office (Excel, Powerpoint, Word)
	
	

	Knowledge of charity retailing
	
	

	Knowledge of Hospice care 
	
	

	Personal Qualities
	
	

	Drive with a ‘can do’ attitude
	
	

	A flexible and hands on approach
	
	

	Focussed and target driven
	
	

	Motivating and inspiring
	
	

	Passion for the cause
	
	



