
   
 

 

Person Specification 
 

 

Communications and Marketing 
Coordinator 

 

Education, training and qualifications 

Requirement E = Essential 

D = Desirable 

GCSE or equivalent (including Maths and English) E 

Degree in Marketing, Communications or a related area D 

 

Previous experience 

Requirement E = Essential 

D = Desirable 

Previous paid work in a Marketing, PR or Communications role E 

Developing marketing campaigns and/or communications 

strategy for specific events or initiatives 

E 

Writing accessible, concise, effective reports E 

Increasing client/consumer engagement with promotional 

materials such as newsletters 

E 

Writing promotional content for different mediums, including 

social media posts and online communications 

E 

Developing a positive brand image and ensuring this is apparent 

across different mediums 

E 

Designing the appearance/maintaining the content of company’s 

website 

E 

Social media campaign strategy and execution E 

 

Skills and abilities 

Requirement E = Essential 

D = Desirable 

Proven ability to formulate and implement Communications and 

Marketing strategies/plans 

E 



   
 

 

Excellent communication skills, both written and verbal, always 

producing clear, concise, grammatically correct documents 

E 

Ability to produce accessible, interesting and engaging material 

that captures the imagination, and informs and enthuses 

E 

Ability to work in a team of people with different skillsets and 

knowledge 

E 

Proficient at managing multiple projects and working flexibly with 

a range of people 

E 

Strong IT skills with extensive knowledge of Microsoft Office 

products, using advanced style and report writing features in 

Microsoft Word  

E 

Ability to develop strong and effective working relationships with 

internal and external colleagues 

E 

Excellent time-management skills and ability to work under 

pressure and to tight deadlines 

E 

In-depth knowledge of using social media platforms effectively E 

Ability to produce leaflets and flyers in-house D 

Ability to generate videos and other multimedia content D 

 

Knowledge 

Requirement E = Essential 

D = Desirable 

Strong understanding of communications strategy and the 

communications needs of different audiences (including different 

impairment groups)  

E 

How to develop and implement an effective marketing campaign 

for specific events 

E 

A knowledge of issues and procedures around client 

confidentiality and data protection 

E 

How to prepare and co-ordinate the production of publicity 

brochures, handouts, promotional videos and photographs 

E 

How to maintain a successful website (ideally using WordPress) E 

How to use Mailchimp, Hootsuite and a variety of social media 

and other communications platforms 

E 



   
 

 

Understanding of the issues affecting disabled people of all 

impairment types, and how their lives are affected as a result of 

those impairments 

E 

How to update/redesign websites, built using WordPress, to keep 

them secure and improve their functionality and user experience 

(potentially including basic HTML skills and updating/installation 

of widgets) 

D 

Familiarity with the area of Tower Hamlets and of local issues D 

The ability to speak and write (where applicable) a community 

language commonly spoken in Tower Hamlets 

D 

 

 

 


