
 

Marketing and Communications 
Manager 
 

Reports to: Chief Executive 

Managing: Consultants, suppliers and agencies 

Salary: Up to £35,000 depending on experience 

Hours: 37.5 hours per week, Monday to Friday 

Holidays: Full-time staff are entitled to 25 days’ paid leave, plus public holidays during 

each completed leave year.  

Location: Central London  

Duration: Permanent 

Background 
 

 

 

The Association of Chairs was formed in 2013 to support Chairs and Vice Chairs of 
charities and non-profit organisations in England and Wales. Chairs perform a vital role, 
leading and shaping their organisations. It is often a tough job with little peer support and 
significant demands. We are the only organisation specifically supporting and raising the 
profile of those in a chairing role and regularly get glowing feedback from our members 
about the difference we help them to make. 

Our primary goal is to champion effective chairing both in terms of the skills Chairs need 
to manage their boards and the knowledge they need to lead their organisations. To do 
this we offer a unique peer network, a lively programme of specialist events across 
England and Wales, a monthly e-newsletter and rich content resources. With Big Lottery 
funding, we launched the Beacon Programme in 2018 to specifically support Chairs of 
smaller charities.  

We are a young charity with a current staff team of four (soon to be five) and some 
dedicated volunteers. Although small, we have made a big impact. We have a high 
profile in the sector thanks in part to our work with corporate and sector partners. We 
have grown steadily since our launch. We have an established base of 630+ members, a 
further 680 Beacon members. We have a growing number of email subscribers as well 
as followers on Twitter, LinkedIn and our evolving blog.  

We know that there are many more ways we could reach and engage with Chairs. Our 
goal is to connect with new audiences and continue to serve existing ones in relevant 
and useful ways. This year, we plan to expand our reach and membership. You will have 
a key role in ensuring we succeed in this.



 

About the role  

To manage and develop Association of Chairs’ marketing and communications 
with the aim of connecting with new audiences and building engagement with 
existing ones.  

AoC is in an exciting period of growth as we move into our sixth year. With a strong 
portfolio of services, products and member benefits, this role is key to ensuring they 
reach a cross-section of Chairs.  

You will shape the products and services we offer and be responsible for marketing 
and promoting them. You will develop and implement our (primarily digital) marketing 
and comms strategy and plan, with responsibility for day-to-day delivery and 
achieving targets for engagement and bookings.  

You will be highly motivated, well organised, an excellent communicator and enjoy 
working in a small team. 

This role will allow you to be hands-on and creative, build your knowledge of the 
sector and develop your own network within a respected and influential membership 
organisation.   

 

Responsibilities 

This job description outlines the key responsibilities. It is not a definitive list. The role 
will change and evolve over time as needs emerge. You will help to develop the 
impact and remit of this role. 

Marketing  

Build a knowledge of market and customer insights, identify opportunities to 

reach them, produce day-to-day marketing materials and analyse their 

effectiveness to build further knowledge.  

▪ Marketing activity will support the organisation as a whole, specific programmes, 

products and services (in particular our Beacon Programme for small charities) 

and specific aims such as raising awareness of the benefits of good governance. 

▪ Identify and action opportunities to connect with ‘hard to reach Chairs’ who are 

not on social media or already involved with sector bodies. 

▪ Identify and action opportunities to add value and develop income streams. 

Branding 

You will be the brand guardian ensuring the way we represent ourselves as a 

charity is engaging and consistent.  

▪ Design or commission materials, resources and publish content (both online and 

printed) and where necessary manage suppliers to produce these. 

▪ Ensure consistent branding and messaging. 

▪ Manage and develop our housestyle and tone of voice.  

Communication 

You will own and manage our communication channels and analyse 

performance to ensure we are making best use of our resources, meeting 

customer needs and organisational aims. You will manage the content strategy 



and day-to-day delivery including optimising material across formats and 

channels.  

▪ Manage website content, site layout and design. Use analytics to understand and 

improve usage. 

▪ Produce and repurpose content (for example turning top tips into blogs and 
checklists).  

▪ Write regular and ad-hoc e-newsletters and targeted emails. 

▪ Communicate via social media (eg Twitter and LinkedIn) sharing content and 

building relationships to grow membership, event bookings and share knowledge. 

Use sector hashtags and events to reach new audiences. 

▪ Support the development of on and offline membership communities. 

▪ Support the development of video and podcast content. 

▪ Handle our media relations. 

Customer experience and partnerships 

▪ Use feedback from customers to identify ways to continually improve the 

customer experience and our portfolio of products and services. 

▪ Work with the Chief Executive and new Deputy Director to support and develop 

partnerships and develop relationships with key stakeholders across England and 

Wales. 

▪ Represent AoC at events and meetings as necessary. 

Results and commercial acumen  

You will be responsible for ensuring that agreed outcomes are delivered on time and 
to budget. Planned outcomes will include targets for: 
▪ membership numbers, retention, satisfaction and income 
▪ levels of engagement with our products and services.  

Additional responsibilities 

▪ Maintain knowledge of external factors that will influence the role. 

▪ Work proactively to promote Association of Chairs’ equality and diversity policies, 

both in respect of service delivery and employment issues; and to ensure the 

health, safety and welfare of the post-holder, colleagues, members and visitors. 

▪ Cover for colleagues when necessary. 

▪ Other such duties as shall reasonably be required as part of a small, collaborative 

staff team. 

 

 

 



Person specification 

Qualifications Essential: Degree in a relevant field or equivalent experience 

Desirable: CIM Professional Certificate in Marketing or equivalent 

Experience 

 

Essential 

▪ Developing, running and monitoring in-house marketing campaigns 

(especially digital) cost-effectively and on time 

▪ Producing marketing and promotional materials for web and electronic 

media, including website content management and occasional print 

items. 

▪ Building audiences and writing and publishing content to social media 

platforms (Twitter and LinkedIn) 

 

Desirable 

▪ Marketing in charities or membership/training organisations 

▪ Adobe or other design software 

▪ Experience of working with volunteers 

▪ Managing suppliers, including negotiation when required. 

 

Skills/ Abilities 

 

 

Essential 

▪ Ability to work collaboratively across a small staff team 

▪ Articulate, with excellent verbal and written skills 

▪ Proactive with ability to work on own initiative  

▪ Excellent planning and organisational skills 

▪ High attention to detail  

▪ Well-developed IT skills (including good knowledge of CMS, email, 

CRM, Microsoft Office including Excel)   

▪ Data confident including social media and web analytics 

▪ Creative thinker 

▪ Ability to build relationships and resolve issues constructively  

▪ Able to look up records and run standard reports on databases 

 

Desirable  

▪ Wordpress 

▪ HTML and CSS skills 

▪ Experience of producing a regular e-newsletter 

▪ MailChimp (or equivalent) 

▪ Image / graphic production 

▪ Video / podcast commissioning and production 

▪ Webinar production 

▪ Moderating and building an online community 



Knowledge/ 
Understanding 

Essential 

▪ Direct marketing techniques in digital media and print 

▪ Marketing analysis and reporting 

▪ Website management and design including mobile, UX and 

accessibility. 

Desirable 

▪ Understanding of and interest in the charitable sector 

▪ Business planning skills 

Disposition ▪ Calm and confident  

▪ Flexible, loyal and hardworking  

▪ Excellent interpersonal skills  

▪ Resourceful and upbeat 

Other ▪ Ability to undertake travel within the UK 

▪ Willing to work outside core hours on an occasional basis 

 

Benefits  

This is a key developmental role in a well-respected and well-networked charity. Additional 
benefits of the role include: 

▪ Options for flexible working. 

▪ Training and development opportunities including representing AoC at sector events 

and conferences.  

▪ Charity Comms membership – giving you access to events, seminars, mentoring 

scheme.  

▪ London location with excellent transport links 

▪ Pension we make a 4% contribution (non contractual) to your pension 

 

How to apply  

Please send the following documents to info@assocofchairs.org.uk by Monday 4 

February at 9.00am: 

▪ CV giving details of relevant achievements in recent posts, as well as your relevant 

professional qualifications 

▪ covering letter summarising your interest in this post and evidence of your ability to 

meet the criteria outlined in the person specification. Please ensure that your letter 

includes details of your latest salary and notice period. 

If shortlisted, you will be invited to the first round of interviews on 25 February. 

Final interviews will take place on 1 March. 

 

If you have any questions relating to this post, please contact Madeleine Sugden via email at 
madlinsudn@gmail.com or Lina Franzen on 020 7898 9728. No agencies please. 

mailto:madlinsudn@gmail.com

