[image: ]


Mind in Gwent
Job Description


	TITLE:
	Communications Coordinator

	RESPONSIBLE TO:
	Head of Income Generation and Business Development

	GRADE:
	NJC Band 15-22 (£30,024 - £33,699)

	HOURS:

CONTRACT:   

LOCATION:               
	37 hours (flexible working)

Full time 

Hybrid with a Newport base with occasional travel to offices and locations across Gwent. 




Mind in Gwent
Mind in Gwent is a mental health charity formed by the merger of Mind Monmouthshire, Newport Mind Association, and Torfaen and Blaenau Gwent Mind. Bringing three Mind charities together with over 45 years of experience each means that we are uniquely experienced in championing and supporting mental health and wellbeing services. Rooted in our local communities we are able to create connections and deliver to local needs and opportunities. 
Mind in Gwent prioritises staff wellbeing, embraces diversity and uses different perspectives to listen well, truly understand need, shape great practise and make a difference to lives. As an organisation we believe in developing our staff teams so that they can feel proud and confident in their knowledge, abilities and personal growth.
The successful applicant, will be joining a passionate team of people who have a wealth of experience and who believe in the core values of bringing people together, delivering life changing support, speaking out and fighting for mental health.
Role
The Communications Coordinator will work across the charity, providing communications support and will play a key role in supporting the development of high quality, accessible communications that meet agreed quality standards for a wide range of audiences. The role will ensure that content fits with brand guidelines, tone of voice and key messages and ensure that each communications asset has been undergone the agreed proofing process. 

Principle responsibilities

· Use Canva to create and publish content for a range of channels, including social media platforms, the Mind in Gwent website, E newsletters and a range of hard copy materials. 

· Lead on content production and delivery of multimedia assets including videos, photos as well as written press releases and case studies.  

· Liaise with designers, printers, photographers and other suppliers as needed.

· Liaise with corporate partners as required. 

· Support the management of events and photoshoots as required. 

· Support data management and segmentation via the CRM system (Beacon).

· Develop and send press releases and liaise with the media. 

· Support the development and delivery of marketing plans for Mind in Gwent services such as counselling and training.

· Produce monthly communications analytical reports to be shared with the whole charity. 

· Support the development and delivery of internal communications 

· To contribute to the work of other projects and teams of Mind in Gwent as when required or directed to provide cover or to develop new skills or take on new opportunities.





Expectations

· To work in line with, and to support the delivery of, the vision, mission, values and goals of Mind in Gwent and to be a champion for Mind in Gwent at all times.

· Adhere to, and work within, all the policies of Mind in Gwent including, Child Protection Policy, Safeguarding protocols, GDPR, and the policies contained within the Employee Handbook. 

· To actively participate, engage with, and respond to, the Mind in Gwent supervision and appraisal processes.

· To attend and positively contribute to Mind in Gwent meetings and other meetings as required. 

· To actively contribute to a positive, supportive and constructive place of work, within Mind in Gwent, partner organisations and other stakeholders.

· To contribute to making Mind in Gwent a greener workplace.

· Support and contribute to our overarching goal of promoting the participation of individuals with lived experience of mental health challenges, including those within Mind in Gwent. Commit to working alongside people with mental health experience as colleagues—both paid and unpaid—as well as experts and advocates. 

· To be flexible, adaptable, and undertake work to support the aims of Mind in Gwent.

· On occasion, you will need to work outside of normal working hours due to travel requirements, to resource social media platforms or to attend meetings and / or events.	

Disclosure and Barring Service Check
Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences.  This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.






Person Specification

[bookmark: _GoBack]This acts as selection criteria for the role and the more points on the person specification that you meet the closer you are to being a good match for the role and the greater your chance of being invited to interview.  Each point should be addressed in your application form. 

	Experience

	· Experience across a broad range of communications & marketing, including; 
Website
PR & media relations
Social media
Printed assets 
Videos & photos
Analytics
E newsletters

· Experience of copywriting, editing and proofreading.

· Experience of the website development process and managing content management systems. 

· Experience of creating content for digital channels including website, social media and e-communications. 
· Experience of developing activities to achieve outcomes individually and as part of a team.

· Experience of recording and monitoring all work to help with planning, to achieve outcomes and contribute to performance management on an individual, team and organisational basis. 						
· Experience of storytelling, and development of compelling content for a wide range of audiences and channels.					
· Experience of using Canva. 

· Experience of managing communications projects within defined timescales. 	

· Experience of GDPR and dealing with consent and sensitive subjects.			
· Experience of working with a range of internal and external stakeholders.

· Experience of working effectively with a variety of statutory and third sector organisations.

	Skills/Abilities

	· Excellent verbal and written communication skills. 	

· Excellent editorial and proofing skills.

· Proficient in Microsoft Office Suite & SharePoint.

· Able to work successfully on your own initiative, as part of a number of teams, and with external partners.

· Able to organise and prioritise own workload effectively to meet job and project objectives.

· Excellent interpersonal skills.

· Fluent in Welsh.


	Equality and Diversity

	
· A demonstrable commitment to equality of opportunity, a positive approach to diversity and to Mind in Gwent becoming a proudly anti-racist organisation.

· Ability to identify when discrimination is taking place in service delivery or in the workplace and take appropriate action.

· A commitment to, and experience of, to working alongside people with mental health problems as colleagues. 


	Additional Knowledge

	
· A good knowledge and understanding of mental health.

· A good knowledge and understanding of the charitable sector.


	Education and Training

	
· Relevant training and/or qualifications for the job. 


	Other Requirements

	
· Confident and self-assured with creative flair.

· Resilient, positive, and adaptable to change, balancing multiple tasks and working to deadlines. 

· Determined, tenacious and curious. 

· A commitment to the ethos and values of Mind and Mind in Gwent.



We will consider any reasonable adjustments under the terms of the Equalities and Human Rights Act, to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post and to attend an interview.

The Job-holder will ensure that Mind in Gwent’s policies are reflected in all aspects of their work, in particular those relating to;
i. Child Protection and the Protection of Vulnerable Adults
ii. Equalities and Human Rights
iii. Health and Safety
iv. Data Protection
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