
 
 

1. 
 

JOB DESCRIPTION 
 

Post Title: Marketing Executive 

Department: Fundraising and Marketing 

Full/Part Time: Full Time Hours of Work: 37.5 

Workplace: Nightingale House and Hammerson House 

Post holder Reports to: Marketing & Events Manager 

Post holder Supervises No supervisory responsibility 

 

Main Purpose of Job  
This role will help develop and ensure excellent delivery of the organisation's marketing strategy and 
campaigns; maintaining strong brand awareness, growth in income, engagement in our cause and 

recruitment of new donors, potential residents and staff. 
 
This role will be flexible and support other Fundraising and Marketing team members as required and in 

response to the team priorities at any one time. 
 

Equal Opportunities 
Nightingale Hammerson is committed to embracing diversity both in delivering its services and in the 
employment of people and expects all staff to understand and promote this in all aspects of their work. 
 

Health and Safety 
All staff are expected to take responsibility for their own health and safety, insofar as they can themselves, 
and to exercise reasonable care and caution in the execution of their duties.  
 

Nightingale Hammerson Values 
We expect all staff to display and uphold our core values which are: 

 Compassion  Respect 

 Excellence  Dignity 

 Integrity  Teamwork 
More information on our Mission and Values can be found on our website 
 

Duties and responsibilities specific to this role: 
 

Social Media 
 Manage annual social media plan and posts across all platforms including Facebook, Twitter, 

Instagram and LinkedIn 
 Maintain good branding on all social media platforms  

 Produce, edit and share relevant content (images and copy) for all socials, working with the 
Marketing and Events Manager as and when required 

 Ensure all copy and images are correct and relevant, including excellent grammar, content and 
tone 

 Ensure all permissions are sought for GDPR and image use for staff and residents 



 
 

2. 
 

 Ensure relevant content and images are delivered on time  

 Liaise with external social media and digital marketing consultants when necessary 

 Respond to all enquiries promptly. 
 

Internal Communication Channels 
 Update and maintain current website with editorial (using WordPress) and images 
 Creating promotional posters as and when needed around the homes for all departments using 

InDesign & Canva 

 Uploading information on communal TV in reception area at Nightingale House and Hammerson 
House 

 Updating keywords for SEO on NH website and partnered websites 

 Ensure all departments following brand guidelines throughout the year and support staff when 

required for copy production or collateral design 
 Set up and maintain photography library and filing all permission forms for GDPR 

 Liaise with HR for ongoing recruitment promotion. 
 

External Communication Channels 
 Update editorial and images and branding on external websites e.g. Carehome.co.uk and 

partnered fundraising channels e.g. Just Giving 

 Email marketing campaigns – design and distribute using online CRM such as Mail Chimp. 

 

Events 

 Liaise with creative agency to produce event marketing materials, using InDesign and Canva 

 Design invitations and event collateral internally when required, using InDesign and Canva 

 Attend & assist at key events e.g. managing social media, taking photographs or working with 

photographers 

 Supporting the team on event days. 

 

Branding 

 Ensure all departments are following brand guideline as outlined 

 Support staff with logos, fonts and colours as and when required  
 Ensure that key departmental templates and forms are updated regularly with logos & contact 

details. 

 

Photography 

 Attend some events and take photographs when required 

 Manage filing and recording of photographs in a methodical manner 

 Working with colleagues in other departments to source updated photographs. 

 Support internal photographic sessions with schedule and timeline. 

 

General 
 To support the Marketing & Events Manager 

 Work with all departments across the organisation and residents 
 Work closely with key Trustees and volunteers as and when required 

 Support the Team by contributing to meetings and taking on ad hoc projects 
 Working with key suppliers, including but not limited to media company, creative agency, 

printers, photographers & productions companies 



 
 

3. 
 

 Deal with telephone and general email enquiries effectively 

 Promote positive working relationships in line with Nightingale Hammerson’s values with 

colleagues, residents, volunteers, relatives and visitors 
 Evening and weekend work with events (this will be minimal). 

 

 
 

Essential Key Skills 
 

 A relevant degree or equivalent in Marketing/Business/English 

 Good communicator with excellent command of written English with copy accuracy 

 Good administrative skills - organised, efficient and creative 

 Excellent attention to detail 

 Experience with InDesign, Canva and Photoshop is preferred 

 Strong numerical ability to create website and marketing reports, drawing findings 

accordingly. Experience with Google Analytics is preferred 

 Self-motivated and highly organised with a flexible approach to tasks 

 Approachable, friendly with excellent listening skills 

 Confidence to deal with people at all levels 

 Able to manage multiple projects and produce quality work to tight deadlines 

 Desire to learn and develop 

 The ability to work well under pressure and in a busy environment, as well as the ability to 

communicate cross departmentally 

 Understanding of GDPR regulations 

 Understanding of Microsoft Office (Excel, PowerPoint, Word) and be computer literate. 

 
 


