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	Job title
	Digital Communications Officer 

	Department
	Development & Partnerships

	Hours of work
	30 hours per week (Part time - flexible working Monday to Friday)

	Location
	Hybrid role – Office base at Albert House, Quay Place, 92 Edward Street Birmingham B1 2RA

	Reports to
	Communications & Marketing Lead

	Contract
	Fixed Term – 2 Years



	About Birmingham Mind
	Founded in 1962, our organisation is a registered charity and company limited by guarantee, affiliated with Mind. 

Our board of trustees ensure we meet our charitable aims, supported by a dedicated team of well-trained staff. 

We provide individualised, person-centred services that help people lead fulfilling lives and reach their full potential. Known for our high-quality support, we play a key role in Birmingham's mental health system and collaborate with local organisations to challenge the stigma surrounding mental distress.



	About the service
	The Development & Partnerships Team leads on new bids, pilot services, new contracts, alongside the development and delivery of paid mental health training courses. 

The team also supports fundraising and donations, data monitoring and contract compliance, communications, and marketing.



	Job Purpose
	To work in partnership with colleagues to develop and maintain the organisation’s digital presence, including the development of a new staff intranet, website content, and digital materials to support services, online campaigns and events.



	Key Responsibilities
	Intranet Development
· Design, structure and develop a new staff Intranet.
· Develop staff resources, information libraries and guidance documentation.
· Support managers and service leads to maximise the platform’s use and encourage staff engagement.
· Coordinate ongoing maintenance and updates.
· Provide initial and ongoing training to staff and volunteers in using the new platform
Website and Digital Channels
· Create and update website content, including service pages, news and organisational developments.
· Support social media planning, content creation and digital campaigns.
· Support the planning, implementation and monitoring of paid digital campaigns to increase reach, engagement and awareness.
· Ensure content meets quality, accessibility and brand standards.

Reporting and Insight
· Monitor website, social media and intranet analytics and engagement.
· Produce regular reports and identify opportunities for improvement.
· Use data and feedback to inform content and digital development.

Financial Responsibility
· Work within agreed budgets and ensure digital and marketing activity delivers value for money.
· Monitor expenditure and support effective use of resources.

Teamwork 
· Work collaboratively with colleagues across the organisation to understand and respond to communication needs.
· Build positive working relationships with managers, service leads and external partners.
· Communicate clearly and effectively with a range of audiences.
· Provide advice and support to colleagues on digital communications and content.
· To promote a positive image of the organisation and its work.

Duties and responsibilities will vary from time to time and the post holder will be expected to perform other such duties that are reasonably comparable. 

All employees must adhere to the organisations policies and procedures, in particular, Safeguarding, Health, & Safety and Equality & Diversity policies.



Person Specification
	POST REQUIREMENTS

	Essential
	Desirable

	EXPERIENCE AND KNOWLEDGE

· A minimum of 12 months’ experience of creating engaging content for websites, intranets and social media. (A/I)
· Experience of using content management systems, social media platforms and digital analytics (A/I)
· Experience of working collaboratively with colleagues across different teams and communicating with a range of audiences. (I)
· Experience of managing multiple projects and deadlines, with the ability to prioritise competing demands. (A/I)
· Experience of monitoring communications activity and using data and insight to inform improvements.
· Excellent written and verbal skills. (A/I)
· Good understanding of equal opportunities with a positive attitude to people who have experienced mental health difficulties. (A/I)
· Understanding of the importance of clear, inclusive and accessible communications. (I)
· Experience using graphic design or digital content creation tools.(I)
· Knowledge of accessibility standards and inclusive communications.(I)
· Experience of developing communications for mental health or wellbeing services. (I)
· Experience of supporting paid digital campaigns, including campaign planning, audience targeting, content development and monitoring performance. (I)
· Relevant qualification in communications, marketing, digital media or a related subject. (A/I)
· Intermediate level of all Microsoft applications (A/I)

VALUES

· A commitment to Birmingham Minds aims and values. (A/I)
· Knowledge or understanding of mental health and the reasons why people may require support from Birmingham Mind. (A/I)
· Good understanding of customer service (A/I)
· Understanding of confidentiality and safe working practice in accordance with safeguarding legislation, General Data Protection Regulation and other legal requirements. (A)
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A = Assessed by application form
I = Assessed at interview
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