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MARKETING & Communications Co-ordinator    
Application Pack


Application Process
The closing date for receipt of applications is 14th March 2025 by 6pm. 
Successful candidate Interview date is: Monday 24 March 2025
To apply for this post, we ask that you email the following to: Julia.duncan@greenteam.org.uk.

· A tailored CV outlining your experience, and highlighting your key skills, achievements and attributes 

· A supporting letter and/or personal statement which should include;

· Why you are interested in taking on the role of Marketing and Communications Coordinator for The Green Team 

· What you specifically can bring to the role

· Evidence of any relevant experience that would help you thrive in the role

Alternatively, the documents can be posted to:

Julia Duncan

Co-CEO Corporate Development 

The Green Team, The Risk Factory, 20 New Mart Road, Edinburgh, EH14 1RL 

We are an equal opportunity employer and recognise the benefits that a diverse workforce with different values, beliefs, experience, and backgrounds brings. We are committed to building an inclusive culture where all people feel valued, included and able to be at their best.

The Green Team

At the Green Team we are passionate about supporting young people to find their place in nature. Spending time outdoors as a child or young person produces a life-long love of nature and the natural environment. We believe every child has a right to these positive outdoor experiences and we run programmes of activities which help them do so.

Founded in 1995, the Green Team initially supported young people to succeed in achieving the Duke of Edinburgh award. Since then, the team has grown significantly and now offers nine programmes along with corporate volunteering days and holiday activities. From one member of staff and a few volunteers, we now have 10 staff and over 50 volunteers.
We are proud that our programmes support both environmental and personal development goals. As a small charity, we couldn’t do it without the help of some amazing volunteers, partner organisations, funders and fundraisers. Their efforts make a huge difference to the young people we work with. 

Our vision: A Scotland where everyone values and can enjoy the natural environment.
Our mission: To provide transformational outdoor experiences that connect children and young people to nature, others and themselves.
Our aims: Through our programmes we provide lasting and positive life-changing experiences in three core areas: connecting with nature, connecting with others and connecting with self. Over the next 10 years we aim to build a legacy of positive, transformational and lasting experiences for our stakeholders through securing a sustainable and long term future for the organisation.
The role
We are looking for a passionate and creative Marketing and Communications Co-ordinator with a keen interest in young people and nature conservation. This role is an exciting opportunity to make a significant impact by sharing the Green Team story in a way that inspires and engages a wide range of stakeholders.

A key focus of this role will be reaching young people on the platforms they use, creating engaging and relatable content that captures their attention and encourages them to connect with the Green Team. Through innovative storytelling, dynamic content creation, and multi-channel communications, you will help make the Green Team more widely known and accessible to young people, while also strengthening relationships with supporters, parents/carers, schools, partners, funders and the wider community.

By growing our reach and deepening engagement, you will play a vital role in expanding our impact on young people and greenspaces across Edinburgh and the Lothians.

Responsible to: Co -CEO Corporate Development
Role details

	Post Title:  
	Marketing and Communications Co-ordinator

	Salary: 
	£32,893 pro rata

	Responsible To:  
	Co-CEO Corporate Development 

	Location: 
	The Risk Factory

20 New Mart Road

Edinburgh

EH14 1RL  


	Start date
	w/c 28th April 2025 (actual date tbc) 

	Holidays: 
	16 days a year

	Hours of Work: 
	16 hours per week 

	Benefits 
	5% pension on basic salary


Key Responsibilities:

· Develop and execute marketing campaigns to raise awareness of the Green Team’s projects and activities.

· Manage social media channels, website content, and email newsletters/bulletins 

· Create compelling content, including blogs, press releases, and promotional materials.

· Collaborate with internal teams to support fundraising, volunteer and young people recruitment, and event promotion.
· Support event and programme booking platform (Bookwen) for participants and for events
· Assist wider team with Information gathering systems including surveys, polls, evaluation
· Produce Annual Impact Report 
· Build relationships with media, partners, and the local community to enhance outreach efforts.
· Manage Green Team photo and film library and develop opportunities for film and video footage to support reporting and evaluation.
· Monitor and evaluate the effectiveness of communications activities, using analytics and feedback.
· Coordinate GT Marketing and Communications strategic direction including brand development and in house styles
Wider Communication and engagement
· Respond to enquiries and distribute information

· Support the delivery of events and training programmes
· Attend and participate in team meetings

· BookWhen booking management

Key Competencies
Essential

Personal Skills & Work Ethic

· High levels of motivation, initiative, and responsibility.

· Excellent organisational skills, with the ability to manage multiple tasks effectively.

· Attention to detail and accuracy, particularly in content creation and reporting.

· Excellent communication skills – both written and verbal.

· Strong interpersonal skills, with the ability to work cross-culturally and engage diverse audiences.

· Ability to work both independently and as part of a team.

· A professional approach, demonstrating integrity and confidentiality.
Marketing & Communications Expertise

· Experience in marketing and communications, particularly within the charity, environmental, or youth sector.

· Proficiency in social media management, website updates, and email marketing.

· Ability to produce engaging and accessible content for different audiences.

· Experience in brand development and maintaining consistent messaging.
Digital & Creative Skills

· Proficiency in marketing tools (e.g., Mailchimp, Canva, Hootsuite, WordPress).

· Experience managing a photo and video library, including basic video editing.

· Ability to use analytics tools (Google Analytics, social media insights) to measure engagement.
Stakeholder Engagement & Communications

· Ability to tailor content to engage young people through digital platforms.

· Experience in media relations, community engagement, and partnership-building.

· Confidence in handling enquiries and communicating effectively with funders, parents/carers, and supporters.
Project Management & Reporting

· Experience in coordinating marketing strategies, including impact measurement.

· Ability to collect, analyse, and present data (e.g., through surveys, polls).

· Capacity to produce reports, including an Annual Impact Report.
Desirable
· A strong interest in young people, nature conservation, and environmental issues.

· A proactive and creative mindset, with the ability to work independently and collaboratively.

· Experience in video editing and design software (Adobe Premiere Pro, Photoshop, Canva).

· Knowledge of SEO and website optimisation.

· Familiarity with CRM or database systems.

· Experience in event coordination and booking systems (e.g., BookWhen
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