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JOB DESCRIPTION

Job Title: Engagement and Communications Officer
Line Manager: Funding and Relationship Manager
Location: Stonehouse, Gloucestershire 
Length of Appointment: Minimum 12 months fixed term, subject to funding
Time Commitment: 20-25 hours per week – flexible working hours depending on charity demands

Background
Sunflowers Suicide Support is a rapidly growing charity dedicated to providing essential support to individuals affected by suicide. Founded in memory of Pete Morris, Sunflowers aligns its work with local and national suicide prevention strategies and best practices. In addition to its core mission, Sunflowers conducts intervention and awareness training and hosts various campaigns throughout the year to prevent suicide. At Sunflowers Suicide Support, we celebrate diversity and strive to create an inclusive environment where everyone's unique perspectives and experiences are valued.

Purpose
The Engagement and Communications Officer will be a vital part of the fundraising team, helping to increase income and raise the profile of Sunflowers across Gloucestershire and beyond. Working closely with the Funding and Relationship Manager, the post-holder will develop and deliver engagement, marketing, and communications plans in line with the charity’s strategy. The role focuses on building strong relationships with businesses, community groups, and supporters, while creating compelling content and campaigns that promote awareness, events, and fundraising activities. This is an exciting opportunity for a proactive individual passionate about relationship-building, storytelling, and making a meaningful difference in suicide prevention.


Main Responsibilities
Marketing, Communications & Brand
· Develop and deliver integrated marketing and communications plans in line with the charity’s strategy, ensuring consistent messaging and strong brand identity across all channels.
· Create and manage high-quality content including social media, website, newsletters, press releases, impact reports, and promotional materials.
· Ensure all communications are accessible, on-brand, and reflect the charity’s values and tone.
· Monitor performance and engagement analytics, adapting approaches to maximise reach and impact.

Digital & Media Engagement
· Manage and grow social media platforms, creating engaging content and fostering an active online community.
· Develop structured content plans, templates, and guidelines to ensure consistency.
· Build and maintain relationships with local media, respond to enquiries, and coordinate press coverage. 
· Monitor performance analytics and adapt content plans to enhance reach and engagement.

Campaigns, Awareness & Fundraising Support
· Support the planning and delivery of awareness and fundraising campaigns, including key awareness days and events.
· Develop campaign messaging and materials that promote the charity’s work and support income generation.
· Work closely with the fundraising team to ensure consistent messaging across all fundraising and communication activities.


External Engagement & Partnerships
· Build and maintain relationships with businesses, community groups, supporters, and stakeholders to increase awareness and income opportunities.
· Support the development of corporate partnerships, including preparing proposals, presentations, and communications.
· Represent the charity at events and within the community, acting as an ambassador for its mission and impact. 
· Research innovative practices to enhance stakeholder engagement and communication effectiveness.

Event & Community Fundraising Support
· Provide administrative and on-the-day support for fundraising events and community activities.
· Attend events to assist with coordination, supporter engagement, and capturing photos and video content for marketing and communications.
· Support volunteer coordination and help ensure a positive experience for participants and supporters.

Impact and Reporting
· Contribute to impact reporting by gathering content, data, and stories that demonstrate the charity’s reach and effectiveness.
· Research and implement new ideas to improve communications and engagement.

Administrative Support
· Provide general administrative support, including preparing, formatting, and proofreading documents, and supporting communication logistics for events and meetings

· Assist in preparing documentation and coordinating communication logistics for events and meetings. 
· Support general administrative and communications tasks as required by the Funding and Relationship Manager.


This job description sets out the main duties of the post and does not define in detail all duties/responsibilities of the post and will be reviewed regularly.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post. 

Sunflowers Suicide Support is committed to safeguarding and promoting the welfare of service users, children and young people, and expects all staff, and volunteers, to share the same commitment. This position is subject to a DBS check.

Agreed by post holder  _____________________________	Date  _______________


Agreed by Line Manager  ____________________________Date  _______________
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