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	JOB DESCRIPTION



	JOB TITLE:
	Digital Marketing Manager

	REPORTS TO:
	Heads of Communications

	OVERALL JOB PURPOSE:  
The Digital Marketing Manager will lead on all digital marketing and communications activity across the Hospice which includes managing our e-newsletters, email marketing using Mail Chimp, overseeing and updating the Hospice’s website, managing the intranet and supporting other teams in their digital marketing planning. 


	KEY RESPONSIBILITIES:

	Digital Marketing 

· Manage digital content including online registration forms, blogs, digital newsletters, and video content, from case study development to design and production.

· Provide digital marketing expertise and advice to other departments across the Hospice.
· Video filming and editing, as well as supporting the Communications team with sourcing photographs for digital channels.
· Keep abreast of the latest trends and expertise in digital marketing and recommending appropriate initiatives for the Hospice.

· Ensure the Hospice branding, key messages and fundraising opportunities are maximised through all digital communication.
· Coordinate the Hospice’s visual brand guidelines – working in tandem with the Heads of Communications.



	Email Marketing 

· Develop email communication to our supporters through regular and one-off campaigns to achieve an increase in awareness and drive support, event participation and income.

· Work closely with other teams to plan, design and schedule e-shots, and to integrate their email communications into the supporter journey.  Track how many emails people receive from the Hospice to avoid over-burdening our supporters with communications.
· Make recommendations on appropriate content for digital communication.
· Work closely with the Donor Care team when sending our Mail Chimp communications and the digital version of our newsletter.



	Management

· Ensure the integration of all digital marketing activity and that it aligns with the overall Communications strategy.

· Work with the Communications Co-ordinator to recommend ways to grow our social media presence and engagement, aligned to the Communications strategy

· Manage the relationship with external digital suppliers and agencies, including our website designers and operators, intranet designers and freelance email designers.
· Manage the Hospice’s website champions and intranet champions from other departments: meet with them monthly; ensure they receive appropriate training; work with them to plan their areas of the website; answer their technical queries and assist if they run into difficulty.

· Oversee the intranet and take responsibility for its overall appearance and encourage usage.
· Manage relationships with heads of departments and clinical teams who need digital marketing support.
· Have knowledge of all the digital marketing mix including SEO, Paid and Social.
· Provide ongoing measurement using analytical tools and advise on digital customer insights.


	Website

· Hold overall responsibility for the functionality and appearance of the Hospice’s website. Be able to update website banners and assist with web visuals.
· Create and upload copy and images for the website.

· Make recommendations for developing the website, uploading compelling content and assist with the home page redesign.

· Manage the website champions; work with them to ensure all sections of the website are regularly updated.

· The website champions are responsible for copy editing and for maintaining the information on their areas of their sites, while the Digital Marketing Manager should focus on the more technical aspects of the website, e.g. upgrades and enhancements to the site, functionality, design, new sections/pages, etc.

· Oversee the ‘back end’ of the website including introducing and overseeing registration forms for events.

· Coordinate online versions of direct marketing appeals as and when these are used.



	Intranet

· Support the communications team to deliver effective internal communications and compelling content which keeps all staff up-to-date with Hospice information.
· Oversee the intranet.

· Manage and train the intranet champions; work with them to ensure the intranet is regularly populated with interesting content.

· Liaise with the Heads of Communications and with senior management across the Hospice to develop the intranet so that it meets the organisation’s internal communications goals and requirements.

· Work with Voluntary Services coordinator to input into volunteer communications.


	Financial

· Work with the Heads of Communications to manage digital marketing costs and budget for other required digital resources.
· Identify opportunities for increasing online donations and regular giving platforms.



	

	RELATIONSHIPS:


	· Heads of Communications

	· Personnel across all Hospice departments 

	· External agencies 

	· This role will need to be flexible and may include some weekend and evening work.

This list of tasks and responsibilities is not exhaustive and the job holder may be required to undertake other relevant and appropriate duties as required by the Heads of Communications.

This Job Description can be amended by agreement with Post Holder and Manager.




	PERSON SPECIFICATION



	JOB TITLE:         Digital Marketing Manager


	REPORTS TO:    Heads of Communications


	

	
	ESSENTIAL
	DESIRABLE

	Qualifications
	Good level of education.
	Educated to degree level

Marketing or Fundraising qualification


	Experience
	Several years’ digital marketing experience working in-house or for a charity or agency.
Knowledge and use of wide-range of digital marketing techniques.

Evidence of managing the functionality and content of websites.
Knowledge of Mail Chimp and Site Finity. 

	Evidence of relationship management.

Experience of working for or with a charity in a paid or voluntary capacity.

Experience of dealing sensitively with members of the public.

Experience of working alongside volunteers.

Experience of brand management.



	Knowledge 

and Skills
	Agency-management skills

Excellent understanding of digital marketing techniques.
Excellent  IT skills
Solid knowledge of monitoring and evaluating digital campaigns.


	Understanding of the hospice movement

Good understanding of dynamics of local charity fundraising.

People management skills

Understanding of the healthcare & charity sector



	Personal 

Qualities
	Highly organised, detail-oriented.

Self-motivated and enthusiastic 

Can-do attitude

Team player with good communication skills to motivate others in the organization.

Creative, innovative
	Able to deal sensitively with patients and their families

Empathy

	Motivation and Expectations
	Keen to develop effective digital activity to engage with supporters and help meet income targets 

Motivated to identify and pursue new digital opportunities.
	Keen to introduce new ideas to promote the Hospice to key audiences.

Empathy with the Hospice as a charity.




The person specification incorporates the HOSF Values. 
They define the behaviours which support our culture, help us deliver results and underpin the Hospice of St Francis (HOSF) Values.  Recognising that people in different jobs in the organisation will be expected to reflect and support the Values in different ways, the competencies are described for different populations: team members; specialists; people managers and strategic leaders.
A summary of the values is shown overleaf. Further information on the behavioural competencies for team members, specialist and people managers and strategic leaders are available for consideration when preparing person specifications and can be provided as additional information to candidates on request.
Interview questions will cover the requirements outlined in the Person Specification & the Hospice Values.
	The Hospice of St Francis Values
	We show this through the following behaviours:

	Respectful Relationships
	We create a caring and compassionate environment: demonstrating appreciation and respect in all our interactions, and taking account of individual’s needs and circumstances.
	Team work/cooperation

The way we deal with others

Respect for diversity

Integrity*

	Constructive

Communication
	We encourage open, clear and honest communication, where everyone can be heard.
	Listening & responding

Two way communication

Understanding the audience

Diplomacy

	Excellence through Innovation
	We strive for excellence in everything we do; encouraging innovation, maximising opportunities and exploring fresh ideas in order to see continuous improvement.
	Adapting to change

Innovation

Creative problem solving

	Encouraging 

Learning
	We educate and develop to enhance knowledge and skills, improve performance and help people to reach their potential.
	Developing others

Giving and receiving feedback

Self-development

	Sustainable 

Service
	We work hard to provide a professional and sustainable service which is fair, efficient and co-ordinated.
	Delivering against objectives

Planning and prioritising

Managing resources

Monitoring and evaluating

	Community Engagement
	We involve and engage with our community, building mutually supportive relationships which maximise our contribution.
	Representing the organisation

Being service oriented

Understanding our community

	Integrity & Trust


	This Value does not lend itself to being defined in behavioural competency terms – there are not levels or degrees of integrity and it may not lend itself to development in an organisational context.  However, it is clearly an important value, and has therefore been included as a common statement across all levels under the competency Respectful Relationships.
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