
The Royal Star & Garter Homes

Job Title:
Online Community Coordinator
Reports:


None
Reports to:


Director of Fundraising & Marketing

Department:


Fundraising and Marketing

Purpose of the role
To assist The Royal Star & Garter Homes to devise & deliver a social media & online marketing & communications strategy thus engaging our online target market with the work of the charity
Online in this context means our presence on The Royal Star & Garter Website, Facebook, Twitter, JustGiving, Flickr, Blogs etc
Key responsibilities

· Ensure The Royal Star & Garter’s (RS&GH) presence online is aligned with the RS&GH brand and overall fundraising & marketing strategy

· Ensure RS&GH presence online is up-to-date, relevant & campaign led by maintaining regular updates on all platforms

· With the support of the Marketing & Communications Manager ensure online target market communities are identified and ensure RS&GH engagement with these communities as appropriate

· Build excellent internal & external relationships in order to encourage others to contribute to significant online communities of interest to RS&GH

· Ensure all RS&GH online activity is aligned with the fundraising & marketing strategy, contributes to a fantastic supporter experience & ultimately deepens supporter relationships ideally leading to increased fundraising activity

· Manage all online content that the charity is responsible for ie website & Facebook content, e-newsletters to supporters, blogs etc

· Set up monitoring & evaluation systems that help measure the reach & effectiveness of the social media & online marketing & communications strategy

· To maintain & promote the keeping of accurate records in all aspects of the role fully utilising the functions of the Customer Relationship Management (CRM) system (Raisers Edge)

· To be fully conversant with relevant legislation and the guidelines of the Fundraising Standards Board (FRSB)
· To promote & deliver the highest standards of care, respect & support to residents, colleagues and others

· To undertake other such duties as may be required and which are consistent with the nature of this role
Person specification

· Knowledge of marketing including online marketing and knowledge of utilising social media and online marketing techniques to access relevant target markets

· Good communication skills particularly via email & social media channels

· Good written & numerical skills 
· The ability to plan, prioritise & manage workload delivering projects to a good standard & meeting deadlines
· Excellent IT skills including Microsoft Word & those related to communicating online (email & social media channels) eg Microsoft Outlook
· The ability to work on own initiative & as part of a team

· An enthusiasm & commitment to the work of The Royal Star & Garter Homes & for fundraising & Marketing
Competencies
Effective Communication

Ensuring communication with others is clear and effective, both verbally and in writing, and that the style and the language used is appropriate for the situation or audience.

Personal qualities - professionalism, resilience and self-awareness

Acting in a professional manner and showing determination, drive and commitment at all times and particularly when faced with challenges and setbacks. It is about being aware of one’s strengths and limitations and actively seeking and making use of opportunities for development.

Effective team working

Treating others with respect and working in a collaborative and cooperative manner building positive and effective relationships at all levels.

Organisational skills

Developing a logical approach to work, evaluating situations carefully and thinking ahead to anticipate problems and deal with them effectively.

This is a description of the job as it is at present constituted.  It is the practice of the Home to periodically examine employees’ job descriptions and update them to ensure that they relate to the job as then being performed and to incorporate changes if required.  It is the Home’s aim to reach agreement to reasonable changes, but if agreement is not possible, the Chief Executive reserves the right to make changes to the job description commensurate with the employee's level in the organisation after consultation with the employee.
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