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Job Description 

Digital Communications Officer 
 
 
 
Department:  Development 

 
Responsible to: Communications Manager 

 
Key Internal 
Working 
Relationships 

Development Director, SMT members, Development 
team, Advocacy & Regional Development team, and 
global MtS chaplaincy and centre staff/volunteers 

 
 
Key agency relationships: 
 
 
Hours of Work: 

 
 
Christian, corporate, website, and graphic designers, 
others as appropriate  
 
35 hours per week, Monday – Friday, 9am – 5pm with 
an hour for lunch. The Mission operates a flexible 
working week. 
 

Job Purpose: 
 

• To play an active part in delivering a digital 
marketing and communications strategy to support 
the charity’s growth and business development 

• Ensure the digital marketing needs of the 
organisation are delivered to a high standard 

• To promote and communicate the Mission’s work 
and services to the stakeholder groups; working 
within the social media strategy to maximise 
potential reach; to manage the website; manage 
digital fundraising campaigns;  

 
Principal Duties and Responsibilities 
Strategy 

To work with the Communications Manager to implement  

• a digital communications strategy to maximise the Mission’s on-line presence 
and to ensure the structure, design and content of the website supports the 
Mission’s marketing, communications and fundraising strategies. 

• specific digital communication strategy for the Seafarers’ Happiness Index 
and similar projects 

• a specific digital strategy to increase digital donations through a cohesive 
digital donor acquisition strategy and operational plan, driving donations 
through our new website. 

• Regularly track, analyse and refine digital performance to help us meet out 
business and team objectives. 

 
 
 



  

Reviewed: July 2019 

 

Digital and social media 

Under the guidance of the Communications Manager 

• To work with the Database Manager on increasing digital donor acquisition 
through e-campaigns and e-marketing activities, maximising the opportunities 
from the three annual appeals and from the Flying Angel News 

• To work with others in developing a strong an impactful Christmas Campaign 
which is targeted across all stakeholders; corporate, Christian, community. 

• To develop and implement a planned series of digital fundraising campaigns 
during the year in line with key dates; Seafarers Awareness Week, Day of the 
Seafarer, Mental Awareness Week, Father’s Day, Mother’s Day, International 
Women’s Day etc. 

• Act as digital media liaison, responsible for the development, coordination, 
and updating of various online and social networking sites. 

• Responsible coordinating the monthly e-newsletter with message from the 
Secretary General 

• Responsible for coordinating a new e-newsletter for corporates and for 
churches 

Website 

MtS new website was launched in June 2019. 

• Responsible for keeping content and imagery fresh, topical and up-to-date – 
sourcing and originating stories, commissioning and editing colleagues’ content, 
and uploading text and images to keep the website updated. 

Agencies 

The Mission works with outside agencies in relation to marketing to Corporates, 
Christian audiences, seafarers and the general public.  The postholder will have 
some involvement with these agencies. 
Branding 

• Be responsible for maintaining the MtS brand/message and upholding brand 
guidelines. 

• Be responsible for building and maintaining the photo library 

• Be responsible for building a Case Study Library 

Other 

• Be responsible for maintaining regular contact with the organisation’s network of 
staff, associates and partners to gather and collate case studies for fundraising 
and publicity content. 

• Ensure email communications are synced to our CRM systems and content 
tailored to our segmented audiences. 

• Grow the charity’s SEO, staying abreast of new techniques and consistently 
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assessing all digital outputs for ways to maximise our SEO. 

• Actively liaise with other members of the Development team to plan and execute 
promotions for campaigns and events as required. 

• To undertake particular project promotion as directed by Senior Management 
Team members. 

• Produce media reports. 

• Act as liaison for photographers at Mission related events. 

• Attend PR events as directed to represent and promote the organisation.  

General 

• Ensure the appropriate systems are in place to deliver objectives and to meet 
deadlines in a timely fashion.  The use of spreadsheets and Gantt charts to 
ensure projects are managed efficiently. 

• Ensure information is kept secure and used in accordance with EU General Data 
Protection Regulation and MtS GDPR Data Protection PolicyEnsure an 
understanding of GPDR requirements and advise on compliance in relationship 
to the website. 

• Support and work with other members of the Development team in the ongoing 
marketing and media activity. 

• Undertake other duties as may be requested by the Director of Development 
 
Person Specification 
 
Knowledge and Skills 
 
• A high standard of literacy (E) and numeracy (D) 
• At least 2 years’ experience of digital marketing in a commercial or fundraising 

context (E) 
• At least 2 years’ communications experience, preferably in the not for profit 

sector, maritime industry or church environment (D) 
• Ability to write clear and jargon-free copy reflecting the brand and values of the 

Mission; to edit and proofread to a high level of accuracy (E) 
• Ability to work independently whilst being an excellent team player 
• Experience of maintaining websites/blogs and social networking sites including 

Twitter, Facebook, YouTube, Instagram, LinkedIn etc. (E) 
• Fluency in IT systems Word and Outlook. (E), Excel (D) 
• Knowledge of Adobe Creative Cloud – Photoshop/InDesign – would be an 

advantage. (D) 
• Ability to produce analytical reports to shape the direction of future strategic 

decisions and measure effectiveness. 
 

Personal Qualities 
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• Team player - prepared to support the requirements of the wider team 
• Flexibility in responding to urgent requests, whilst maintaining and adjusting work 

schedules. 
• Ability to work under pressure and meet tight deadlines, producing accurate work 
• Excellent time-management skills 
• Ability to work proactively, undertake multiple tasks and use own initiative 
• Excellent client service ethic and personal presentation 
• Empathy with the work and purpose of the Mission to Seafarers 
• An interest in maritime and/or Christian issues is advantageous.  

 
General Requirements 
 
• This job description should be treated as a guide to the duties that the post 

holder is expected to perform. As a term of employment, the post holder can be 
required to undertake such duties as are commensurate with his or her position 

• This job description may be amended to meet the changing requirements of the 
charity at any time and after discussion with the post holder 

• The Mission to Seafarers operates an equal opportunities and diversity policy. 
The post holder will be expected to comply fully with the policy in carrying out 
their duties. 

• All employees are required to be aware of their responsibilities towards Health 
and Safety and to adhere to the Health and Safety Policy. 

     


