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Job Description

	Job Title
	Communications & Marketing Officer

	Team
	Communications and Marketing

	Responsible to
	Head of Development

	Salary
	£25,290 to £33,767 (pro rata), depending on skills and experience

	Contract
	Permanent, part-time (21 hours per week)

	Location
	Home-based, with occasional travel to our offices in Edinburgh and to external meetings. Mindroom provides a nationwide service and welcomes applications from across Scotland.



Job Purpose
The Communications & Marketing Officer is a key role within Mindroom's Communications and Marketing team. The post holder will lead on the day-to-day delivery of Mindroom's external and internal communications, helping to raise awareness of our work and amplify the voices of the neurodivergent community.

Mindroom is entering a period of significant growth, including major multi-year investment, the expansion of our national services, and the development of a new digital strategy. The post holder will play a central role in growing our reach, building our brand presence, and connecting us with the communities, funders and partners we serve.

The post holder will work closely with colleagues across the organisation to ensure our communications are consistent, engaging and impactful, and will help shape and grow our communications function at a pivotal moment in Mindroom's development.

Digital and Social Media
As the lead for Mindroom's digital and social media presence, the post holder will:

· Manage and grow Mindroom's social media presence across relevant platforms, developing engaging, accessible content that reflects our values and mission.
· Monitor performance and use data and analytics to inform content strategy and increase audience engagement.
· Stay up to date with trends in digital communications and identify opportunities to grow Mindroom's reach.
· Maintain and regularly update the Mindroom website, ensuring content is accurate, accessible and engaging.
· Work with colleagues to create new web content that reflects Mindroom's services, impact and latest news.
· Monitor website performance and support ongoing improvements to user experience.

Content Development and Resources
The post holder will:

· Develop high-quality content and resources for a range of audiences, including individuals, families, professionals and funders.
· Create social media content and produce visual materials including graphics, reports, case studies and toolkits using Canva or similar design tools.
· Support the development of Mindroom's communications and brand guidelines, ensuring consistency across all materials.
· Develop and deliver regular email communications to our mailing lists, including newsletters, updates and campaigns.
· Manage list segmentation and ensure communications are targeted, timely and effective.
· Monitor open rates and engagement data to continuously improve Mindroom's email communications.

Internal Communications, Events and CRM
The post holder will:

· Support the development and delivery of internal communications, ensuring staff are informed and connected.
· Work with the wider team to communicate key updates, initiatives and organisational news internally.
· Support the promotion and marketing of Mindroom events, programmes and campaigns.
· Assist with event communications, including promotional materials, social media coverage and post-event content.
· Maintain accurate and up-to-date records within Mindroom's CRM system (MS Dynamics or equivalent).
· Use CRM data to support audience segmentation, communications planning and reporting.
· Ensure all communications activity complies with GDPR and Mindroom's data policies.

Wider Organisational Responsibilities
· Contribute to the development and delivery of Mindroom's communications strategy.
· Support the organisation in building a stronger, more consistent brand presence nationally.
· Work collaboratively across teams to ensure communications reflect the breadth and impact of Mindroom's work.
· Participate in Continuous Personal Development in relevant areas to promote growth and confidence within the role.
· Bring flexibility and adaptability to a developing team, embracing evolving processes and ways of working in order to deliver the best possible service.
· Carry out other appropriate duties as required.

Additional Information
The salary range for this post is £25,290 to £33,767 (pro rata), depending on skills and experience. This is a part-time role of 21 hours per week. We offer 27 days annual leave (pro rata), plus 8 days public holidays.

The charity operates a contributory pension scheme, with an employer contribution currently at 5%. There is a mileage allowance for own car use. We have a confidential conversations service in place for all staff, currently provided by Crossreach. PVG registration is required for this role, and the successful applicant will be expected to comply with Mindroom's policies and procedures, including confidentiality and data protection. As a new employee, you will be required to successfully complete a 6-month probationary period.

This post is home-based, with travel to Mindroom's offices in Edinburgh and to external meetings, team days and events. Mindroom provides a nationwide service and welcomes applications from across Scotland.

Person Specification

	Criteria
	Essential
	Desirable

	Experience

	Experience in a communications, marketing or digital media role, ideally within the charity or public sector.
	✓
	

	Experience growing and managing organisational social media accounts across relevant platforms.
	✓
	

	Experience managing website content using a content management system (CMS).
	✓
	

	Experience developing email marketing campaigns and managing mailing lists.
	✓
	

	Experience using a CRM system (e.g. MS Dynamics or similar) to support communications planning and reporting.
	
	✓

	Experience in PR and media relations, including drafting press releases, responding to media enquiries and building relationships with journalists.
	
	✓

	Experience working with or supporting neurodivergent individuals or communities (training will be provided).
	
	✓

	Knowledge

	Strong knowledge of social media platforms and current trends in digital communications.
	✓
	

	Knowledge of analytics tools (e.g. Google Analytics, social media insights) to inform communications planning.
	
	✓

	Understanding of GDPR and data protection requirements as they apply to communications and marketing activity.
	
	✓

	Skills

	Excellent written communication skills, with the ability to adapt tone and style for different audiences.
	✓
	

	Proficiency in graphic design tools such as Canva or equivalent to produce a range of high-quality, accessible documents.
	✓
	

	Highly organised, with strong attention to detail and the ability to manage multiple projects simultaneously.
	✓
	

	Ability to use data and analytics to inform and improve content and campaign performance.
	✓
	

	Ability to work collaboratively across teams to gather and shape content.
	✓
	

	Personal Attributes

	Creative, with the ability to generate engaging ideas for content and campaigns.
	✓
	

	A genuine commitment to Mindroom's mission and an understanding of the charity sector.
	✓
	

	Ability to work independently and on own initiative, while knowing when to seek support from line manager or colleagues.
	✓
	

	Being open to adapting in order to support the needs of the wider team and the organisation.
	✓
	

	Other
	
	

	PVG membership, or willingness to obtain one.
	✓
	

	Willingness to travel occasionally for team days and events.
	✓
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