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Role Profile and Person Specification 

Job Details
Job Title: Communications Lead
Reporting to: Head of Services
Contract: Permanent 
Hours: 4 days pw (30hrs) 
Salary: £37,293 (pro rata) 
Location: Remote working, requirement to attend key meetings/events 

About Down's Syndrome Scotland
Down's Syndrome Scotland is the only national charity in Scotland solely dedicated to promoting the value and potential of everyone living with Down's syndrome. Established in 1982, we support people with Down’s syndrome and their families to reach their fullest potential and champion their rights at every stage of life. 
With over 1,500 members across Scotland and ten local branches, we campaign for greater acceptance and inclusion of people with Down's syndrome in every aspect of life. Our work has been guided to date by our three-year strategic framework "All to Play For", focusing on our four key programmes for change: Employment, Health, Transitions, and Community Living. 

Role Purpose
We are seeking a creative and self-motivated Communications Lead to bring our communications strategy to life across all our digital and print channels. You will be responsible for developing engaging content that celebrates people with Down's syndrome, challenges misconceptions, and drives action to support our movement for change.
This role is crucial in amplifying our voice, growing our reach towards 4,500 Down’s Syndrome Scotland members by 2029, supporting ambitious fundraising goals and maximising our impact in changing perceptions and attitudes. You will work collaboratively with staff, members, and volunteers to tell authentic stories that demonstrate impact and inspire support.

Key Responsibilities
Content Development & Social Media Management
· Develop, create, and upload engaging content across all social media channels (Facebook, Instagram, LinkedIn) in line with the communications strategy
· Create visually compelling graphics and assets using Canva, ensuring brand consistency
· Manage Meta Business Suite and platform-specific tools to schedule, publish, and optimise content
· Produce platform-appropriate content including reels, carousels, stories, and standard posts
· Maintain a content calendar across all channels, planning ahead for campaigns and key dates
· Monitor social media analytics and provide regular reports on engagement and reach
· Manage the organisation's photo and video library
Campaign Coordination
· Co-ordinate campaign delivery, ensuring all staff can input effectively and to deadline
· Translate staff updates and project information into accessible, engaging content
· Lead communications for Down's Syndrome Awareness Week (March) and Month (October) and other key campaigns
· Support fundraising campaign communications
· Co-ordinate event communications (e.g. branch events, fundraising events, legacy garden activities)
· Track campaign performance against KPIs and adjust approach as needed
Digital Communications & Publications/Print 
· Produce and distribute the monthly e-newsletter to members, collating content from different teams
· Ensure tone of voice and messaging is clear and consistent, with strong calls to action where appropriate
· Update and maintain the organisation's WordPress website, including news articles, campaign pages, and homepage calls to action
· Ensure all digital content meets accessibility standards
· Monitor website analytics and user engagement
· Support the development and production of "Lifetime" magazine for community members with Down's syndrome, working alongside lived experience co-editor and staff member
· Support the creation of easy-read versions of materials where appropriate 

Other/General 
· Act as brand guardian, ensuring all materials maintain brand consistency across the organisation
· Develop template and materials for use across all organisational areas/branches/stakeholders to ensure brand and language consistency 
· Engage with Branch Support Officers to ensure consultation and engagement with branches re comms, content and local activity 
· Support fundraising team communications including activity with corporate partners and employment partners
· Support service teams with comms and promotion  
· Help develop case studies and impact stories into usable content in collaboration with Team leads 
· Regular content with teams/staff to esure content reflects the work and priorities of our community and stakeholders
· Coordinate additional comms support as needed (photography, filming etc) 

Person Specification
Essential
Experience & Skills
· Proven experience in a communications, social media, or digital marketing role
· Demonstrable experience creating engaging content for social media platforms
· Proficiency in Canva and Meta Business Suite
· Experience managing WordPress websites or similar CMS
· Understanding of platform-specific content requirements (reels, stories, posts, carousels)
· Excellent written communication skills with strong attention to detail
· Experience producing e-newsletters using email marketing platforms
· Ability to translate complex information into accessible, engaging content
· Experience using analytics to inform and improve content performance
Personal Attributes
· Self-motivated with excellent organisational and time management skills
· Creative mindset with an eye for visual design and storytelling
· Ability to work collaboratively with diverse stakeholders, including people with Down's syndrome
· Flexible and responsive approach, able to react to emerging opportunities
· Commitment to inclusive communications and accessibility
· Passion for the charity sector and Down's Syndrome Scotland's mission
Desirable
· Experience working in the charity/third sector
· Knowledge of accessibility standards and inclusive design principles
· Understanding of SEO principles
· Knowledge of disability rights and inclusive communications
· Experience working with/and/or creating content for people with learning disabilities
· Photography and video editing skills
· Experience of producing ‘easy read’ content 

Additional Information
Values: The successful candidate will demonstrate alignment with Down's Syndrome Scotland's values of inclusion, respect, empowerment, and excellence.
Safeguarding: Down's Syndrome Scotland is committed to safeguarding and promoting the welfare of children and vulnerable adults. This post is subject o a PVG Scheme Record check.
Equal Opportunities: We are committed to equality of opportunity and welcome applications from all sections of the community.
Benefits: Pension, annual leave, flexible working and professional development opportunities. Details disclosed on application. 

Application Process
Closing date for applications: 3rd Feb 2026 
Key dates 
w/c 16th Feb - Shortlisted candidates will be asked to attend an informal meeting for a discussion about the role and an opportunity to share and reflect on their portfolio (please 
w/c 23rd Feb:  – candidates invited to Stage 2 will be asked to attend a formal interview (online) which will include a presentation 
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