
 

Job Description 
 

 

Communications and Marketing 

Coordinator 

 

Main Purpose of Job: 

To ensure that we maximise the reach and impact of Real’s work, through: 

• developing and implementing communication strategies and plans, in 

conjunction with colleagues, covering a range of audiences and media (online 

and physical), to help deliver Real’s strategic and operational objectives 

• developing and implementing the Real brand 

• increasing the breadth and depth of understanding, and awareness, of our 

services and activities and so increase engagement with Real by disabled 

people and their allies  

• generating accessible, clear, informative and engaging communications 

across a wide range of media and channels including website, social media, 

newsletters, printed materials and other more creative formats where 

applicable 

• supporting colleagues to produce effective communications and reports 

• delivering specific campaigns around programmes or events 

• evaluating the effectiveness of our communication and marketing activities. 

 

Overall your work will inspire others to work with and get involved with Real to 

ensure we become a leading user-led organisation reaching a broad spectrum of 

disabled people and allies who are excited and enthusiastic about Real. 
 

Responsible to: 
Head of Programmes 
 

 

Responsibilities and Tasks: 
 

1. Communications planning. In conjunction with the Head of Programmes and 

other Coordinators, plan and implement a series of communications and activities 

throughout the year to ensure our projects give consistent, joined up messages 

and reach the audiences intended. Ensure external and internal communications 

programs and activities support one another. Take into account the different 

needs of current and potential clients, Real members, funders, other external 

stakeholders, staff, volunteers and board members. Plan for communications in 

connection with external events and activities as appropriate, including those not 

specifically related to disability. Ensure this plan is delivered, adapting to 

changing circumstances as appropriate and agreed. 

2. Brand and style: Develop and implement user friendly and accessible brand 

style guidelines for Real, which will apply across all our external communications. 

These will include typographic guidelines, accessible communications guidelines, 



 

plain English guidelines, and guidelines on incorporating key messages about 

Real into our communications best. Support other staff to also use them. 

3. Disability awareness: Working with content from and signposting to external 

sources, develop a range of communications and information sources to inform 

people around different aspects of disability (especially the social model) and 

impairment. Improve people’s access to sources of information and further help. 

Connect people with local, regional and national campaigns around issues that 

affect disabled people. Create content that improves others’ understanding of the 

value of disabled people in our society. 

4. External communications content: Produce engaging and interesting content 

for a wide range of communications on the different projects and activities of 

Real, and on other matters of interest to local disabled people. This will be across 

a range of media including website content, electronic and printed newsletters, a 

variety of social media, leaflets, brochures, flyers, reports, display boards. Review 

and edit content produced by others to ensure messaging is clear and brand 

guidelines followed. Incorporate information and updates from Real’s partners 

and national sources to keep people informed and connected with a wider range 

of issues. 

5. Internal communications: Support management in producing joined up and 

effective internal communications to staff, volunteers and board members to keep 

them informed and engaged in our work, and maximise effective cross-working 

across teams. 

6. Marketing and engagement: Run successful marketing campaigns for events 

and projects, across a range of media, to improve engagement and reach. 

Support other staff in promoting their projects, and specific activities, to maximise 

the reach of them. Find creative ways and messages to engage people with any 

call to action. Use tools such as Eventbrite (and accessible alternatives) to track 

engagement. Support colleagues to facilitate two-way engagement and 

communication with current and potential clients, assisting us to maintain our 

understanding of the issues and views of current and potential clients - this might 

include project specific events and organisation-wide events such as AGMs. 

7. Supporting colleagues with reports and communications: Support 

colleagues to produce clear, concise and effective reports and communications. 

Ensure that Real’s message and impact is clear in all these reports and that the 

structure, presentation and organisation is appropriate. Ensure these meet 

communications objectives and the needs of the audience. 

8. Real’s website: Maintain and update the content of the website to ensure it 

remains current. Ensure it is informative, accessible, simple and easy to use. 

Incorporate more innovative content which engages and gets people enthusiastic 

(e.g. video). Develop the look and feel (working with a web developer as 

appropriate). Ensure integration with other communication channels. Monitor 

access to the website, including getting user feedback and responding to that. 

9. Social media and generic mail accounts: Manage the organisation’s social 

media accounts (including Facebook, Twitter, Instagram, YouTube, LinkedIn), to 



 

improve reach and engagement, as part of an integrated communications plan. 

Schedule communications using tools such as Hootsuite. Monitor engagement. 

Cross refer people contacting Real by these channels as appropriate. 

10. Monitoring and evaluation: Ensure all campaigns and other communications 

can be measured for their reach, effectiveness and impact. Implement ways of 

collecting feedback on Real’s communications to ensure continuous development 

and improvement. Support colleagues on projects’ evaluation and feedback 

activities. Report to the management team and others on the impact of our 

communications and reach. 

11. Client and Stakeholder Relationship Management: Develop and implement, in 

conjunction with colleagues, systems and methodologies for tracking 

relationships with our contacts, and building those relationships across projects 

and teams. Ensure we fully comply with data protection and related regulations in 

respect of external communications. 

12. Supporting Volunteers: Support Real’s volunteers as and when 

required/appropriate. 

13. Administration: Keep accurate records of your work. Contribute to policy 

updates as required.  

14. Contributing to Real’s Core Aims and Objectives: Adopt and promote the 

social model of disability.  Work within the policies and procedures of the 

organisation. Support other projects and initiatives as appropriate. 

 
The above is not an exhaustive list of duties and you will be expected to perform 
different tasks as necessitated by your changing role within the organisation 
and the overall objectives of the organisation. 
 
 

Job description approved by: …………………………… Date: ………………. 
 
Employee Signed: …………………………………………. Date: ………………. 
 
Line Manager Signed: ….…………………………………. Date: ………………. 
 
 


