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JOB DESCRIPTION
Post Title: Marketing Officer

Reporting Line: Central Operations Manager

Summary of post: To support the Central Operations Manager in promoting the profile, services, and impact of the charity through effective marketing, communications, and engagement activities. To assist with central administration duties as required.

Hours of work: 37 hours per week

Duties and Responsibilities

1. To be an active, integrated, and cohesive member of the central administration team in order to contribute fully to the delivery of the charity's strategic marketing and communications objectives.
2. To work with the Central Operations Manager to improve the profile, visibility, and reputation of the charity across Coventry and Warwickshire.
3. To work effectively with all people, developing productive relationships with colleagues, volunteers, external partners, and the Board of Trustees.
4. To contribute to the preparation of reports and information for the Central Operations Manager and other leadership team members as required.
5. To represent the organisation as required.
6. To lead on key marketing, communications, promotional activities, projects, and campaigns as required.

Specific Responsibilities:

7. To develop and cultivate positive relationships within local communities across Coventry and Warwickshire.
8. To identify opportunities to increase awareness of the charity, promote its services, strengthen community engagement, and enhance the organisation's profile.
9. To promote the work of Age UK Coventry & Warwickshire through the creation and distribution of marketing and promotional materials, ensuring consistency with organisational branding, including assisting with the recruitment process.
10. To develop a database of supporters of the charity and cultivate a long-term relationship between them and the charity.
11. To manage and develop the charity's social media channels, creating engaging content and supporting audience growth and engagement.
12. To support managers in their relationships with external organisations.
13. To contribute to monitoring, reporting, and evaluating the effectiveness of marketing, communications, and promotional activities.
14. Utilise national and local campaigns to celebrate the work of the charity and increasing awareness of its services, projects, and impact.
15. Contribute towards the development and maintenance of the web site, charitable publications, and materials.
16. To support the promotion of legacy giving through marketing campaigns, awareness activities, and the development of appropriate promotional materials.
17. To prepare and distribute press releases, case studies, news stories, and promotional content to local media outlets and other appropriate channels.
18. To create, manage, and monitor digital advertising campaigns, including social media and search engine advertising.
19. To produce and distribute internal communications, including staff newsletters and organisational updates.
20. To plan, create, and deliver email marketing campaigns to promote services, events, campaigns, volunteering opportunities, and organisational news.

General:

21. To adhere to all relevant policies. 
22. To comply with all relevant legislation.
23. To undertake appropriate training and personal development as required for the role.
24. To support the work of the Central Operations Manager in the event of sickness, holiday, or other exceptional circumstances.
25. To portray a positive image of the organisation both internally and externally, and set high standards of personal integrity and professionalism, leading by personal example.
26. To undertake such other duties as may be reasonably required, consistent with the nature and grade of the post.

All staff have an individual responsibility to comply with the organisation’s policies and practices.

This job description will be reviewed annually in line with appraisals.
Marketing Officer JD & PS
July 2026

Employee Signature…………………………………….Date…………………………

Please print name ………………………………………
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Person Specification: Marketing Officer 

	
	Essential
	Desirable

	Qualifications
	
	

	Good level in education: English & Maths GCSE’s grade 4 or equivalent
	
	

	Knowledge and Experience
	
	

	Sound knowledge and practical experience of using varied social media platforms

	
	

	Experience of administration work in a professional environment

	
	

	Experience of face-to-face customer service

	
	

	Experience of organising and delivering small organisational events.

	
	

	Understanding of effective marketing and communication techniques, including digital and traditional channels.

	
	

	Experience of creating engaging content for digital, print, and social media communications.

	
	

	Skills and Abilities
	
	

	Understanding and appreciation of the needs of older people

	
	

	Excellent communication and organisation skills

	
	

	Good level of computer literacy, for word processing, emailing, record keeping, web-based research, website and social media
	
	

	Ability to work with a CRM and manage supporter data

	
	

	Commitment to equality of opportunity

	
	

	Understanding of confidentiality, GDPR and safeguarding.

	
	

	Personal Qualities

	
	

	Full driving licence with access to own vehicle

	
	

	Collaborative approach and strong team player

	
	

	Results orientated

	
	

	Honesty, openness, and integrity

	
	

	Responsive to feedback and opportunities


	
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