



	Job Title:
	Marketing & Communications Officer

	Operational Base:
	Community Wellbeing & Enterprise Hub at Rouken Glen (with some travel to events/ meetings as required)

	Contract to:
	31st March 2027 (extension subject to funding)

	Hours:
	21 hours (with potential evenings and/or weekends)

	Salary Scale:
	£27,288 (pro rata)

	Line Manager:
	Engagement Manager



Context
Voluntary Action East Renfrewshire SCIO is a dynamic local charity and the Third Sector Interface working to make East Renfrewshire a better place to live, work and do business.  From climate action awareness, volunteer programmes, capacity supports and wellbeing activities, we deliver projects that promote inclusion, sustainability and community wellbeing.

Job Role
The purpose of this role is to lead and deliver our marketing and communications activity.  Working with the Communications Support Worker, management team and wider programme teams, the post holder will join us at an exciting time as we settle into our new collaborative community space at Rouken Glen Park.



The role will have a key focus on improving how we communicate our programme activities and showcase our impact and that of the wider community sector in East Renfrewshire.  This includes supporting the development of a new website as well as testing and developing other methods and channels to reach a wide range of audiences, including local residents, volunteers, partners and funders.
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We are therefore looking for a proactive, creative and confident communicator with excellent writing skills and strong digital and content creation skills.  You will be comfortable taking the lead as well as guiding and supporting colleagues across teams to deliver effective communications, helping to build confidence and enthusiasm for marketing and communications across the organisation.

Key Tasks
Working with the Communications Support Worker, the wider Voluntary Action staff and management team, you will:
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1. Increase visibility of our new venue and community space, the Community Wellbeing and Enterprise Hub in Rouken Glen Park, and promote its offer to local communities, organisations and partners.
2. Work with the management team to improve how we communicate and engage with local third sector, partners, as well as wider communities, share strategic priorities, plans and consultations and ensure meaningful opportunities for feedback.
3. Support the development of a new website to provide engaging information, practical support and opportunities for the third sector to have a voice and influence.
4. Work with programme teams to identify and capture impact stories from across activities, collaborations and events and develop these into content across a range of formats suited to different audiences and channels.
5. Oversight of organisation’s marketing and communications activities, guiding and supporting Communications Support Worker and programme teams on communications planning and implementation.
6. Work with Communications Support Worker to ensure co-ordinated and prioritised content planning across channels to increase impact and avoid duplication.
7. Work with programme teams to gather and use audience insights to shape and test marketing and communications methods and channels, improving how we engage with key and new audiences eg, young people.

Key Responsibilities

1. Marketing & Communications Planning

· Coordinate and support the delivery of marketing and communications activities across priority channels, including social media, website, print and press, prioritising activity to ensure effective delivery within available time and resources
· Collaborate with Communications Support Work and programme teams to develop communications plans, shape key messages and promote events and activities
· Contribute to audience research and engagement, testing and developing communications channels (eg, Instagram, TikTok) to reach new and key audiences, informed by audience insight
· Provide guidance and training to staff members to support effective delivery of communications activities and use of tools and systems

2. Content Creation

· Produce eye catching marketing and promotional materials and templates (digital and print) using tools like Canva; support the Communications Support Worker and wider teams to develop and produce their own materials
· Develop engaging written content across channels, including social media, newsletters, websites and print
· Provide feedback and, where appropriate, edit communications content produced by colleagues, to support quality and consistency

3. Photography & Video Production

· Plan, shoot and edit images and videos for key activities and campaigns, using tools such as Canva, CapCut or similar software.  This includes producing short‑form video (eg, reels), case studies and talking‑head videos, using basic lighting and sound as required
· Support and upskill staff to capture their own short video content, providing guidance on techniques, tools and good practice
· Ensure appropriate consent and safeguarding considerations are followed by all staff when capturing and using images, videos and stories

4. Website Development & Management

· Work with programme leads (subject matter experts) to develop and upload accessible website content and resources (eg, FAQs, videos, links) and create opportunities for feedback to support ongoing improvement (training on CRM system ie, WordPress, can be provided)
· Support the launch of the new website through a co-ordinated communications campaign and establish processes for ongoing content management and updates

5. Storytelling & Impact

· Work closely with programme leads to identify, shape and capture impact stories, case studies and testimonials about the people and communities we support, in a range of formats
· Proactively identify opportunities and ensure communications coverage at key activities, engagement and events to capture engaging content
· Work with senior managers to translate data, insights and impact reports into engaging content for diverse audiences, including communities, funders and partners

6. Analytics & Reporting

· Work with the Engagement Manager to set and track goals (KPIs) for communications activity across teams
· Use analytics tools (Google Analytics, social insights, email metrics) to track performance and make data‑driven improvements
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Person Specification

	
	Essential
	Desirable

	1. Career Experience
	
	

	· Educated to degree level or equivalent professional qualifications in a relevant area (eg, Media, Communications/PR, Marketing, Business Studies) or equivalent experience
	
	

	· Experience in a marketing, communications, or digital content role
	
	

	· Experience of working in charity/third/ community sector or public sector
	
	

	· A knowledge and understanding of the charity/third sector
	
	

	· Experience of creating and managing engaging content (written, visual and video) across multiple channels, including social media, websites and newsletters
	
	

	· Experience capturing and editing photo and video content for digital platforms

	
	

	2. Knowledge/Skills
	
	

	· Good working knowledge of Microsoft products ie, Word, Excel, TEAMS, SharePoint
	
	

	· Excellent practical knowledge of social media platforms
	
	

	· Excellent spoken and written communication skills with the ability to adapt style to different audiences
	
	

	· Strong digital content skills, including social media and website content management
	
	

	· Awareness of current social media and digital content trends and how to use them effectively
	
	

	· Ability to produce promotional/marketing material using Canva
	
	

	· Ability to use audience insight, analytics and feedback to inform communications approaches and improve engagement
	
	

	· Experience using content management systems (CMS) to update and manage website content, or willingness to learn (training provided)

	
	

	3. Aptitudes/Potential
	
	

	· Excellent organisational skills with ability to prioritise and manage a varied workload within limited time and resources
	
	

	· Strong attention to detail and ability to ensure accuracy and consistency
	
	

	· Creative and curious
	
	

	· Proactive and self-motivated, able to identify opportunities and take initiative from idea through to delivery
	
	

	· Ability to work on own initiative with limited supervision
	
	

	· Ability to work collaboratively across teams and support colleagues with varying levels of communications experience
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4D Rouken Glen Park, Thornliebank, G46 7UG
Scottish Charity Number: SC028103
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