St Thomas Street
Scarborough
North Yorkshire
YO11 1DY
Tel:

Activities / Enquiries 01723 374227
Theatre Box Office 01723 506750

Email: admin@ymcascarborough.uk

May 2019

Position of Marketing Officer
Thank you for your interest in the above vacancy at YMCA Scarborough. We are justifiably proud of
what the young people and adults achieve at the YMCA, and the above role is instrumental in helping
us to widen our reach to more people in our community.
We are looking for someone special to fill this important and newly-created position. You will see from
the Job Description and Person Specification exactly what our minimum expectations are. I hope you
have the skills, experience and importantly, the personal qualities that are necessary for this
demanding, but hugely worthwhile and rewarding role.
In addition to the Job Description and Person Specification, you will also find attached an Application
Form and an Equal Opportunities Form, both of which need to be completed and returned to me if you
decide to apply for the position.
If you believe you are the person we are looking for to fill this position, I will be delighted to receive
your application by the closing date of 12 noon on 3rd June 2019. If not, I thank you for your interest
and wish you well in your employment search. It may be worth noting that YMCA Scarborough has a
range of volunteer opportunities which can be a great way of building experience - if you would like
to discuss these, please get in touch.
If you would like an informal discussion about the role before making your decision, please don’t
hesitate to contact me on (01723) 374227.
In the meantime, thank you for your interest in YMCA Scarborough.
Best regards

Steve Marsh
Executive Director
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EQUAL OPPORTUNITIES POLICY
MONITORING FORM
The YMCA is an Equal Opportunity Employer. We are committed to the
active promotion of equal opportunity, both in the provision of services
and as an employer of paid and unpaid workers.
To help us monitor our equal opportunity policy in recruitment and selection
procedures, you are requested to complete the following questionnaire.
The information you provide does not form part of the selection procedure, it is
used only for monitoring purposes. This sheet will be separated from your
application form before shortlisting.
Post applied for ……………………………………………..
Please tick the appropriate box:
Gender

male



female



Age Range
up to 25
25-36
36-45
46-55
56 and over







Marital Status ………………………………………………
Number of Dependants ……………………………………….
Would you describe yourself as having a disability? Yes / No
Where did you see this vacancy advertised …………………………………..
What is your ethnic group?
Please choose ONE section from A to E, then tick the appropriate box to
indicate your background
A White
British
English
Scottish
Welsh
Irish







Any other White background, please write in ……………………….

B Mixed
White and Black Caribbean
White and Black African
White and Asian





Any other Mixed background, please write in ……………………….
C Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh
Indian
Pakistani
Bangladeshi





Any other Asian background, please write in ………………………..
D Black, Black British, Black English, Black Scottish, or Black Welsh
Caribbean
African




Any other Black background, please write in …………………………
E Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese
Welsh or Other ethnic group
Chinese



Any other background, please write in ……………………………
I understand that this information may be stored and processed as part of the
YMCA’s monitoring of equal opportunities and as part of the recruitment
procedure and give my consent for my details to be used for this purpose.
Signature…………………………………………………… Date ………………………

Marketing Officer
Do you have the flair to create engaging written and visual content?
Are you on top of the trends and best practice in social media marketing?
Do you understand how to build and retain a digital audience?
Are you good at story-telling through images?

Are you a whizz with websites, expert at email marketing,
fab on Facebook promotion and terrific at Twitter?
If so, you might be the person we are looking for to join our team. The holder
of this newly-created post will deliver our Marketing Plan - researching,
developing and implementing marketing campaigns for a wide range of
activities and services, and designing and delivering dynamic and engaging
marketing content across a range of media.
This is a permanent post and offers a fantastic opportunity to make a huge
difference in a local, highly-regarded charity.
Working hours will be up to 40 per week. Salary £19,000 pa pro rata.
We will consider flexible working, part-time and job-sharing.
Applications are strictly via the pack available on our website www.ymcascarborough.uk/join-our-team
Closing date for applications is 3rd June 2019 at 12noon.
Initial interviews will take place on Friday 7th June 2019
Second interviews (if needed) are scheduled for Wednesday 12th June
No Agencies, thank you.

St Thomas Street, Scarborough, YO11 1DY

YMCA SCARBOROUGH
JOB DESCRIPTION

Job Title:

Marketing Officer

Responsible to:

The Executive Director

Job Purpose:

To plan, research, develop and implement marketing campaigns for a
wide range of activities and services, designing and delivering dynamic
and engaging marketing content across a range of media.

Work Hours:

Up to 40 hours per week, to include evenings and weekends as required.

Salary:

£19,000 per annum pro rata
Permanent position.

Holiday Entitlement:

5.6 weeks per annum (pro rata), including statutory public holidays
(the role may require the working of some public holidays)

Start Date:

July/August 2019

Probationary Period:

Six months, subject to successful delivery of agreed targets and
objectives

Job Context:
YMCA Scarborough is respected locally and increasingly further afield for the quality of the support
we give to young people and others in the local community. Through continued development we
now boast some excellent facilities. Our multi-purpose building is used by a diverse range of
service users, clients and customers, including children, young people and families, vulnerable
members of the local community and theatre-goers. This newly created role will be pivotal in
expanding our networks, reach and influence.

Main Purpose of Job:
YMCA Scarborough is a long-standing, complex and multi-faceted organisation with a range of
services to market, with a number of different ‘audiences’ - each requiring a tailored approach to
maximise returns
The Marketing Officer will deliver our Marketing Plan, effectively promoting all aspects of YMCA
Scarborough’s activities and services in order to improve public awareness, maximise income and
develop audiences. You will plan, research, develop and implement marketing campaigns for a
wide range of activities and services, designing and delivering dynamic and engaging marketing
content across a range of media.
YMCA Scarborough has identified the following priorities for its marketing activity:
1. Increase number of people attending activities
2. Increase theatre ticket and bar sales
3. Increase volunteer numbers
4. Increase the value of donations received from individuals and organisations
5. Increase room bookings, including theatre
The Marketing Officer will report directly to, and be managed by, the Executive Director.

Job Description and Person Specification

Marketing Officer

Main Duties and Responsibilities:
Print
 Making use of templates available within the YMCA brand guidelines, design attractive and
effective marketing materials, writing engaging text and capturing high-impact images for
leaflets, brochures, signage, information packs, programmes and posters
 Print materials in-house or source and liaise with competitive third-party supplier
 Source opportunities to display our materials in other venues and locations, and maintain these
displays, as well as those within the YMCA
 Co-ordinate mail-outs as agreed
 Co-ordinate, lead and participate in the hand delivery of printed materials to agreed recipients,
including education providers, to an agreed schedule
 Secure support from local suppliers and supporting businesses to include our printed materials
with their mail-outs
 Produce guidance for theatre hirers to improve the standard and timeliness of artwork supplied
to promote their productions
 Maximise income from sale of advertising in YMCA Productions Souvenir Programmes
Social Media
 Manage our social media accounts including Facebook, Twitter, Instagram and others,
establishing and delivering a calendar of scheduled activity.
 Explore new ways to engage and identify new social networks to reach our target audience.
 Create engaging content, making use of video, testimonials/case studies
 Respond to enquiries and posts in an appropriate and timely manner
Email
 Establish a calendar of regular communications, making effective use of images, testimonials,
links to video etc
 Grow our email list organically, not through bought or rented lists.
 Manage email campaigns, including the calls-to-action, and content used in our email sends.
 Work to minimize list decay and unsubscribes while increasing the productivity of our email
sends.
Website
 Populate our website with engaging and dynamic content
 Take responsibility for ensuring our website is up-to-date, accurate and functioning correctly
 Manage SEO and improve organic search engine performance
 Stay up-to-date with the latest trends and changes with SEO and major search engines.
 Maximise opportunities on relevant third-party websites, databases, lists and newsletters
 Create digital information packs
 Stay up-to-date with digital marketing trends and potential new channels and strategies
Local Newspapers and Radio
 Establish and maintain positive relationships with local and regional contacts
 Establish a calendar for submission of Press Releases
 Write and submit Press Releases according to schedule
 Co-ordinate free and paid-for radio advertising
Research
 Conduct research into opportunities for additional marketing, including groups, locations, media
and business.
Outreach
 Represent YMCA Scarborough at external events, including College and University
Volunteering Fayres, School Fayres, Sports days etc

Job Description and Person Specification

Marketing Officer

Improve the Customer Experience
 Assist in reviewing the impact and outcomes of our activities
 Assist in assessing the viability of new activities and campaigns
 Secure support from local businesses towards establishing a membership benefits package
 Obtain supplier quotes as necessary, negotiating the best possible deals
Overall





Maintain and develop mailing lists
Create Sponsorship opportunities and market these in line with our Marketing Plan
Track, measure, and analyse all initiatives to report on ROI.
Measure performance against agreed objectives

General





Uphold a robust approach to health & safety across the YMCA site
Support the Executive Director in ensuring that all staff and nominated volunteers receive
training in required areas.
Uphold all YMCA Policies and Procedures
Identify and attend additional training as required

Job Description and Person Specification

Marketing Officer

SCOPE & LIMITS OF AUTHORITY:
The post places a critical reliance on the post holder’s initiative, judgement and professionalism.
The postholder will be responsible for a delegated budget, subject to the controls agreed with the
Executive Director. The post holder is expected to work closely with volunteers, young people and
adults to maintain and improve the quality of the service and support given.
The post holder will report directly to the Executive Director.
RELATIONSHIPS:
The post holder is expected to demonstrate role-model behaviours in line with Our Values at all
times, building and maintaining strong working relationships with staff, volunteers, young people
and adults to maintain and improve the quality of support given. It is imperative that whilst forming
supportive relationships, you understand and respect professional boundaries. The post holder is
to establish and maintain professional working relationships with external agencies, as well as
members of the local community.
The postholder will be required to work closely with department and activity leaders to ascertain
and then successfully deliver targeted outcomes.
The Post Holder will be expected to demonstrate leadership qualities in all relationships.

SCALE AND IMPACT:
The post holder will have significant responsibility for the marketing of YMCA activities and
services. He/she may be the first point of contact for new customers, as well as the on-going point
of contact for various individuals and groups.
DISCRETION TO ACT:
The post-holder is expected to exercise his/her discretion in the performance of the duties of the
post and to use best practice for the effective and efficient use of resources, within the limits
agreed with the Executive Director.
ENVIRONMENT:
The post-holder is required to ensure that the rules, regulations and discipline of YMCA
Scarborough are maintained for the benefit of members, volunteers, staff and other users of the
building.
The duties of the post require flexibility including working occasional unsociable hours and working
with disadvantaged groups.

YMCA Scarborough
May 2019

Job Description and Person Specification

Marketing Officer

PERSON SPECIFICATION - MARKETING OFFICER
(Evidenced at Application / Interview / Task / Presentation)
ITEM
ESSENTIAL
Qualifications  You have a good overall standard of education. (A)
 A relevant vocational qualification and/or marketing and content creation experience (A)
 The ability to travel independently around the area, carrying appropriate marketing materials (I)

Knowledge,
Skills &
Experience

 You are an excellent communicator and creative thinker, with an ability to use both data and intuition
to inform decisions. (P)
 You have exceptional writing and editing skills, are adept at creating, editing, and promoting written
and visual content, and have the ability to adopt the style, tone, and voice of our organisation’s
various types of content. (T, P)
 You are in command of best practices and trends in social media marketing, enjoy being creative,
and understand how to both build and convert a digital audience. (I)
 You have a good understanding of email marketing concepts and metrics. (I)
 You know how to develop strategies specific to various social networks, track the right metrics, and
integrate the best tools and practices on those platforms. (A, I)
 You have effective organisational and time management skills. (I, P)
 You are confident working unsupervised to agreed tasks, but are also skilled at working
collaboratively with colleagues. (A, I)
 You have experience of successfully managing an agreed budget. (A, I)
 Your customer service skills are superb and you view problems as challenges to be solved. (A, I)
 You are proficient in contemporary and marketing-related IT systems. (A, I)
 You understand and are committed to maintaining confidentiality. (I)

Personal
Qualities













DESIRABLE
 GCSE Grade A-C English and
Maths, or equivalent (A)
 A full, valid driving licence and
access to a suitable vehicle. (I)
 You have experience of
working with voluntary and
community groups. (A)
 You are proficient in web
analytics
software and keyword tools. (I)
 You are proficient in content
management systems. (A, I)
 You have in-depth knowledge
of the various paid marketing
channels and technologies,
including paid search (Google
AdWords), retargeting, social
network
advertising
(Facebook, Twitter, LinkedIn,
Pinterest, and more). (I)

You are confident in approaching new people and organisations. (I, P)
You are able to handle conflicting priorities calmly under pressure and to deadlines. (A, I)
You are driven to achieve the very best and motivate others to do the same. (A, I, T, P)
You are persistent and resilient - able to keep motivated when faced with unforeseen obstacles. (A, I)
You embrace change and promote change to others - you demonstrate a ‘can-do’ attitude. (A, I)
You have the capability to reflect constructively on current practice and adapt accordingly. (A, I)
You are open-minded, keen to learn, take advice and receive feedback. (A, P)
You respect others’ opinions and treat everyone equally. (I)
You are well-organised, punctual, resilient, utterly reliable, honest, discreet and trust-worthy. (A)
You behave in a way that provides a role-model example to others. (I, P)
A satisfactory Enhanced DBS check is required for this position.
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Marketing Officer
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