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Head of Communications and Marketing
Job description and person specification



1. Role Overview 

· Part-time (22-30 hours a week, or 3-4 days) 
· £42K FTE 
· Hybrid with in-person meet-ups in Glasgow for induction and training, team meetings, 1-1s, team socials and occasional events.


Make work better for everyone.
At Flexibility Works, we believe flexible working is good for people, good for business, and good for society. We’re a social business and registered charity that helps employers across Scotland create successful flexible working cultures—through practical support, training, and consultancy.

We also lead the way in research and policy influence, publishing Scotland’s most comprehensive flexible working data and working closely with the Scottish Government and other changemakers to drive systemic change. Our work shows how flexible working can improve wellbeing, help businesses thrive and reduce poverty by enabling people to get into work and stay in work.

We’re now looking for a strategic, creative, and values-driven communications professional to join our small but mighty team as our new Head of Communications and Marketing.

What you’ll be doing
This is a rare opportunity to influence how flexible working is understood and adopted across Scotland. You’ll be both a strategic thinker and a hands-on doer – shaping our vision and voice, and then rolling up your sleeves to make it happen. 

This role is perfect for someone who loves variety: one day you’ll be developing our marketing strategy and brand positioning, the next you’ll be writing copy for a campaign, refreshing the website, or sending out our newsletter. 

You’ll also lead two high-profile projects:

· The launch of FlexMark, the UK’s first flexible working accreditation.
· The promotion of our flagship Flex for Life research.

You’ll have full ownership of the function, plenty of scope to be creative, and the opportunity to directly see the impact of your work on the growth of the business and wider use of flexible working.

What we offer
As a socially driven organisation we have strong values that underpin our work:

· We are mission-driven and support wellbeing and work life harmony for all
· With a creative mindset, we offer a safe, enjoyable space for all our customers, colleagues and employers
· We are curious and take time to understand your story and deliver customised solutions
· We build relationships and bring people together to collaborate and share best practice
· We take action by rolling up our sleeves and getting stuff done
· We care deeply about equality, justice and improving people’s lives

We offer: 
· A flexible, inclusive, and supportive culture—we walk our talk.
· A hybrid role with in-person meet-ups in Glasgow for induction and training, team meetings, 1-1s, team socials and occasional events.
· An annual training budget for CPD, and generous annual leave allowance.
· A chance to work on meaningful, high-impact projects with national reach.
· A team that values creativity, kindness, and getting stuff done.

You will be given a high level of autonomy, while also benefitting from the experience of Flexibility Work’s co-founders, colleagues, trustees and trusted advisors. 

Responsible to: Flexibility Works Directors and Co-Founders 

Flexible Working: This role is integral to our small core team. There is flexibility on the hours worked and flexibility on where you work (home working combined with some team working in Glasgow, or at events). We urge you to talk to us about the flexibility you need.  

Application Notes: To apply, please email your CV along with a short covering letter (no more than 1 page) detailing: (a) why you are interested in the role and (b) why you would be a good fit for the role and for our organisation. 

Please email the covering letter and CV to Laura-Jane Clements, Business Support Manager laura-jane.clements@flexibilityworks.org by the end of Wednesday 8 October.

First interviews to held online the week commencing Monday 20 October.

Second interviews to be held in person in central Glasgow the week commencing Monday 3 November. This will include a presentation exercise.
 

2. Key Responsibilities 

Strategic planning and delivery
· Creating and delivering our annual strategic communications plan to ensure consistent and complementary messaging across all platforms.
· Create and deliver project-specific communications plans.
· Evaluate strategies and tactics, and implement learnings.

Brand guardian
· Work with our digital agency and designer to create new branded assets, such as flyers and banners for events, social media graphics and training resources, ensuring they are in keeping with our brand and tone of voice guidelines.
· Review brand and tone of voice guidelines periodically to ensure these still meet our needs.

Managing major projects
· Enhancing and delivering the launch communications plan for FlexMark, the UK’s first flexible working accreditation. This will include media activity, events, organic and PPA social media content.
· Promoting our flagship annual Flex for Life research report. The project also includes managing the design-phase of the research report, and creating a series of video case studies with support from a digital agency.

Finding and securing media opportunities
· Developing compelling media stories and securing regular coverage in mainstream and business/HR media in Scotland, including thought-leadership opportunities.

Social media strategy
· Working closely with our digital agency to plan and coordinate social media posts and collateral.

Content creation
· Identify opportunities to create new content, such as informational web pages, blogs, case study stories and resources. 
· Draft all written content including copy for marketing emails, our monthly newsletter to 1000+ subscribers and award entries.
· Manage agencies and freelancers for design etc.

Events and webinars
· Manage Flexibility Works’s event and webinar series including suggesting topics to focus on, inviting and briefing speakers, and promoting the events to ensure sign-ups and attendance. 

Stakeholder management
· Manage comms to stakeholders and maintain our stakeholder contact database.
· Liaison with key stakeholders including the Scottish Government’s Fair Work team and Place Based Social Justice team, and UK Government’s Department for Business and Trade. 

Public Affairs (occasional duties)
· Support responses to UK Government and Scottish Government consultations. 
· Support Scottish Government ministerial visits.
· Some liaison with MSPs and MPs re projects and campaigns.



3. Person Specification 

Essential Experience & Skills
· Minimum 5 years’ experience in communications, PR, or marketing, with a strategic focus.
· Proven ability to develop and deliver integrated communications campaigns across multiple channels.
· Exceptional writing and storytelling skills, with experience of writing content for a variety of platforms including media, social media, newsletters, and websites.
· Experience managing media relations and securing coverage in mainstream and sector-specific outlets.
· Experience of supporting people to share their personal stories.
· Confident in planning and delivering events and webinars, including speaker liaison and promotion.
· Comfortable working with external agencies and freelancers (e.g. designers, digital specialists).
· Experience using data and insights to evaluate communications effectiveness and inform strategy.

Desirable Experience
· Experience working in or with SMEs, social enterprises, charities, or purpose-led organisations.
· Understanding of flexible working and how this can impact people, employers and society.  
· Familiarity with public affairs or stakeholder engagement, particularly with government or policy teams.

Personal Attributes
· Passionate about improving working lives and advancing social impact.
· Strategic thinker with a hands-on approach - able to plan big and deliver small.
· Creative, curious, and proactive - always looking for new ways to engage audiences.
· Collaborative team player who enjoys contributing ideas.
· Empathetic communicator who can tailor messages to different audiences and bring the subject of flexible working to life with engaging real-life stories.
· Enthusiasm and interest in the flexible working agenda.
· Comfortable working independently and managing multiple priorities.
· Alignment with Flexibility Works’ values.
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