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Job Description 

 

Job Title:  Digital Communications Manager 

Responsible to: Fundraising & Communications Manager 

Location:  Merlin’s Bridge 

Salary:   £19,987 – £22,487 pro rata 

Hours of work: 37.5 

Contract  12 months with the potential to extend subject to funding 

 

Role purpose: 

The Digital Communications Manager will work with the Fundraising and Communications 

Manager to deliver FRAME’s new digital strategy by managing and supporting the Digital 

Team and co-ordinating the uploading and administration of Pembrokeshire FRAME’s online 

social media sites, website and ecommerce sites. He/She will also co-ordinate day-to-day 

interactions with supporters and contacts via social media channels including Facebook, 

Twitter, Instagram, messenger and email. 

This is an exciting time to join FRAME, as we develop the charity’s communications and set 

the direction of our digital, marketing and communications activity. The role is multi-

dimensional and is responsible for supporting different areas of the communications mix, 

including: social media, web, design, ecommerce, marketing materials, and email marketing. 

 

Key responsibilities: 

• Manage and develop the digital team supporting those members of the team who 

have learning disabilities or mental health issues and delivering personal 

development planning 

• Provide digital and IT support and training to Pembrokeshire FRAME participants, 

staff and volunteers 

• Co-ordinate and support the e-commerce team 

•  Support the implementation of FRAME’s digital and communications strategy 

• Work with the digital team to develop FRAME’s digital presence, monitoring social 

media platforms, conducting website updates and issuing email marketing 

communications, responding to online and email enquiries etc 
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• Provide design support for the charity’s wide-ranging publications including 

leaflets and newsletters 

• Write content for key internal and external publications and digital platforms  

• Provide administrative support for communications activities 

• Drive engagement through our social media channels increasing our reach 

• Analyse and evaluate FRAME’s digital marketing activity 

• Work with the Fundraising and Communications Manager to implement and build 

on FRAME’s digital strategy 

• Respond to social media user queries and messages 

• Use analytics tools to monitor user activity and responses to FRAME’s online 

presence 

• Act as an Ambassador for FRAME continuously championing the charity, vision 

and values both internally and externally. 

 

Qualifications 

• Educational qualifications which may include qualifications in marketing, 

communications or digital media, or other relevant qualifications/experience. 

 

Experience (Essential) 

 

Post holder will demonstrate previous experience in: 

• Supporting individuals with learning disabilities and or mental health issues 

• A communications, marketing or digital role  

• Using communications channels, including social media, email marketing, website 

• contributing to the delivery of successful digital communications, design and 

marketing campaigns or projects 

• Copywriting for different target audiences across varying channels 

• Planning, drafting and scheduling social media content on Facebook, Twitter and 

Instagram 

 

Knowledge (Essential) 

Post holder will demonstrate: 

• Knowledge of design packages to support the creation of posts 

•  Knowledge of social media sites specifically facebook, twitter and instagram 

• Knowledge of content management systems to update website content and images 

• Understanding of data protection and how it applies to communications activity 

 

Skills (Essential) 

Applicants will demonstrate: 

• Excellent verbal and written communications skills 
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• Excellent IT skills 

• Confidence in abilities, including strong decision-making skills 

• Good teamwork and a collaborative approach 

• Strong attention to detail 

• Ability to plan and work to tight deadlines on a daily basis 

• Aware of and committed to equal opportunities 

 

Experience, Knowledge and Skills (Desirable) 

• Producing and editing video content for communications channels. 

• Using CRM systems. 

• Experience analysing data and presenting reports on findings. 

 

Last Updated 26th November 2021 

In addition, the successful applicant will be expected:  

• To maintain a first-class level of customer service ensuring that all customers and 

clients are treated efficiently and in an appropriate manner. 

• To work within the relevant legislation, policies, and procedures. 

• To participate in the Appraisal Process. 

• To actively support equality and diversity policies of Pembrokeshire FRAME. 

• To attend training courses as identified and agreed for appropriate development. 

• To work within the Health and Safety at Work Act, the postholder has a legal duty to 

take reasonable care for Health and Safety both for themselves and others who may 

be affected by their actions.  

• To undertake other duties not specifically stated which from time to time are 

necessary without altering the nature or level of responsibility. 

Potential for contract to be extended and role to become permanent subject to funding 


