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Dear applicant, 

Re:  Communications Co-ordinator
Thank you for your interest in this post. 

Please find enclosed some background information and other details to help you decide whether to apply for the position, along with a job application form on which to apply. In the interests of equality CVs will not be accepted. Applicants will be assessed on their ability to meet the criteria listed in the Person Specification.

Enclosures:

· Background information

· Job description

· Person specification

· Application form

· Equal opportunities monitoring form

Should you wish to apply, applications can be submitted either by post to the Bristol address below or by email to recruitment@farmgarden.org.uk. Please note that the closing date for receipt of applications is Monday 25 March 2019 (Midnight). Interviews will be held on Wednesday 3 April 2019 at The GreenHouse, Hereford Street, Bristol BS3 4NA.
If you wish to have an informal discussion about the post, please contact me on 07752 157290 or chris@farmgarden.org.uk, or for general information please call 0117 923 1800.
Yours faithfully,

Chris Blythe
Director
Background information

The Communications Co-ordinator is a key role at a time of change, development and exciting opportunities for our organisation, which has recently been formed through the merger of two well-established charities. This is an exciting time for Social Farms & Gardens as we begin delivery of a number of new programmes, as well as continuing our existing work across the UK.

We are looking for a dynamic and motivated person who is comfortable handling a broad range of work tasks, from overseeing development of our websites to producing ideas for attracting corporate funds. We require someone who can devise and implement communications strategies across a wide range of media, as well as write content, case studies and news items, while also being able to take on the challenges of creating and implementing campaigns for our various project and country-specific programmes of work. Policy work is also a significant part of this role.

We are looking for a candidate with the flair and enthusiasm to be able to promote the benefits of our organisation and our members. Excellent communication skills and the flexibility to prioritise busy workloads are key, as is an understanding of the limitations of budgets and capacity within a charity organisation. 

About Us
You would be joining a new organisation which is the result of a merger between two existing charities: 

· The Federation of City Farms – a UK-wide charity, established in 1980, with a strong track record in partnership and project working. It provided support services and advocacy for community managed farms and gardens which have become increasingly popular in the last few decades - today there are more than 2,500 of these local groups and an extensive community growing sector. 

· Care Farming UK: was set up to promote and support Care Farming – the use of farming activities for therapeutic purposes. Care farms provide health, social or educational care services for individuals from one or a range of vulnerable groups. It provided a central voice and supportive services for care farmers, to inspire decision makers. 
The merged organisation provides support and a national voice for a broad spectrum of initiatives, which are united by one thing – they use land-based activities to benefit individuals and communities. Our advice and guidance will help them tackle problems associated with today’s increasingly fractured and disconnected society, where many people feel left behind or ignored, marginalised and lonely. This often has a huge impact on their health and well-being, which in turn puts pressures on social services, the health and education sector, and even the police and probation services.
Care farms, city farms, community gardens and other outdoor spaces can offer individuals with a defined need and their communities the opportunity to connect with the land, leading to enormous social, therapeutic and educational benefits.

We will also be concentrating on advocacy at policy-maker level, providing a voice for the thousands of gardeners, growers and farmers whose passion, vision and innovation improves the lives of millions of people.
Our merged membership currently stands at more than 1000 local groups and we employ more than 30 staff across the UK.  The majority are part-time. In addition to our HQ in Bristol, we have offices in Cardiff, Newtown and Bangor (covering Wales), Edinburgh (Scotland), London (London & South East England), Belfast (Northern Ireland) and other staff in Birmingham, Manchester, Nottingham and Peterborough. Our development team is supported by a pool of 50 volunteers and freelance fieldworkers, who provide local support to members as required, normally for a few days each per year. 

Job Description: Communications Co-ordinator
Reporting to:

Director/CEO

Responsible for:
External suppliers and freelance workers, including copy writers, designers, photographers, printers, data entry persons, database and website developers. 

Hours:


26.25 hours (3.5 days) per week, to include Tuesdays

Job purpose:


Working with external contractors (social media) and the Membership and Business Development Co-ordinator, to deliver the Social Farms & Gardens Communications Strategy across the UK and ensure that Social Farms & Gardens’ portfolio of information resources are fit for purpose. Within this brief, the Communications Co-ordinator has particular responsibility for: 

1. Co-ordinating marketing activities to a range of internal and external audiences including members, media, businesses and funders.

2. Managing and developing Social Farms & Gardens’ website platforms.
3. Supporting our external contractor for social media as necessary.
4. Overseeing communications, marketing and promotion for all funded programmes, and country work in Scotland, Wales, Northern Ireland and Europe. 

5. Ensuring that the brand of the organisation is consistent and applied throughout all internal and external communications.
6. Supporting the organisations work with government and other stakeholders to help influence and drive policy across the UK.
Responsibilities and key tasks: 


· Re design, innovate and implement Social Farms & Gardens’ Marketing & Communications strategy across the UK (covering online and printed publications, websites, e-bulletins, information sharing, branding, advocacy, social media and other profile-raising initiatives). 

· Working with the staff team and external contractors on general promotion of the organisation to media, creation of promotional tools, videos, social media messaging etc. 

· Develop and implement creative means of raising the profile of Social Farms & Gardens to businesses and funders, including development of the Social Farms & Gardens brand. 

· With relevant staff, oversee and implement country and/or programme-specific promotional and marketing plans as required, including social media, e-newsletters, web content, content for publications, case studies, campaigns etc. ensuring that a consistent approach to brand  is followed. 
· Manage, edit and develop the Social Farms & Gardens website and associated project websites, ensuring that they are appropriately designed, fit for purpose, current and accessible to their respective target audiences, delegating work to other staff and commissioning external contractors as appropriate. 

· Support our external contractor to manage and develop Social Farms & Gardens social media feeds (mainly Facebook, Twitter, YouTube and Instagram) and ensure that Social Farms & Gardens is abreast of social media developments, with particular regard to marketing and PR opportunities. Ensure Monitoring & Evaluation of social media is undertaken.
· Working with the Membership Co-ordinator, external contractors and the staff team, oversee the quality and format of information put into the public domain by Social Farms & Gardens staff, including e-bulletins, social media feeds, website content and events flyers.

· Working in conjunction with the Membership Co-ordinator, write content for, edit, and/or oversee the design of other Social Farms & Gardens information resources, documents and online content as required (including fundraising applications, factsheets, publications, e‑bulletins and regional correspondence). 

· Develop and implement, in liaison with other staff as required, sponsorship opportunities with external organisations such as retailers and corporate bodies. 

· Working with the UK wide staff team, develop and produce external facing publication and online material to support the profile and advocacy of Social Farms & Gardens.
· Support the Director and other key staff in ensuring that the policy related messages of Social Farms & Gardens are in line with the organisations aims, and that these messages are delivered in a consistent and clear way.

· Support the Director and senior staff in managing and building relationships with key public affairs contacts, parliamentarians, and external stakeholders.
General duties:

· Take responsibility for your own safety and ensure that colleagues and visitors are not exposed to danger.

· Work effectively and considerately with other Social Farms & Gardens employees and volunteers to promote the aims and objectives of Social Farms & Gardens and present a positive image of the of Social Farms & Gardens to members and the public. 

· Abide by Social Farms & Gardens policies and endeavour to follow good working practice at all times.

· Undertake such other duties as may be reasonably requested by your line manager or the Director, including completing appropriate training.

Further Information:

Salary:
FCFCG Grade E, Points 29-32; starting salary of £26,735 - £29,345 pro rata (based on a 37.5 hour week). 

Hours:
26.25 hours (3.5 days) per week to include Tuesdays. The job may involve occasional unsocial hours.
Pension:
5% of above salary for standard contracted hours after successful completion of a 3-month probation period.

Holiday:
17.5 days annual leave per year (25 days pro rata - based on a 37.5 hour week) plus bank holidays 

Contract:
This is a permanent contract.

Location:
Preferably at The GreenHouse, Bristol, but other locations will be considered for an outstanding candidate. Occasional travel to other parts of the UK.
	PERSON SPECIFICATION: MARKETING & COMMUNICATIONS CO-ORDINATOR

	ESSENTIAL
	DESIRABLE

	Qualifications

	
	Qualification to degree level or equivalent

	
	Qualification in English, design, web design or IT

	Experience

	Experience in an equivalent information or communications and/or marketing role 
	Use of social media in a work context and understanding of analytics, and monitoring and evaluation.

	Use/management of Drupal or equivalent content management system
	Working in the voluntary/community sector 

	Use/management of CiviCRM or equivalent online database
	Supporting  staff, freelancers and/or volunteers

	Proactive management of marketing for an organisation
	Managing/working with budgets 

	Writing, designing and producing printed publications, exhibition banners and other promotional material
	Working for a charity

	
	Working with other organisations on communications and PR functions, including on partnership projects and sponsorship opportunities

	Knowledge

	Knowledge of design and print co-ordination
	Database design and development

	Website design, development and appropriate content
	Utilising social media for PR and information sharing

	Solid understanding of Charitable sector and the issues they face
	

	Skills and attributes (all ESSENTIAL)

	Excellent writing style and the ability to adapt this to different media, 

	Ability to think strategically and laterally to develop ideas for marketing, PR, campaigning and communications purposes

	Excellent grammar and proof reading skills

	Excellent PC skills, including knowledge of Microsoft Office, photo editing software and relevant web software

	Excellent communication skills and the ability to work well in a team

	Excellent skills in, and innovative use of, social media

	

	Self-motivated, able to work unsupervised, to take initiative and to meet deadlines

	Highly organised, with good time management and ability to work in a fast paced environment 

	Pleasant and confident manner when dealing with the general public, community groups and other organisations

	Enthusiasm and flexibility to deal with high pressure workload

	Attention to detail
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