MARKETING & COMMS
COORDINATOR

Job Title
Marketing & Comms Coodinator
Place of work
Hybrid - Liverpool City Centre
+ home working
Hours of Work
37.5 per week
Salary
Circa £22k - £25k
Contract type
Full Time and Permanent
Effective from
As soon as you can start

Benefits
27 days annual leave (plus Bank
Holidays) increasing to 33
Lots of training and development (to
make you the best you can be)
Flexible working (including working
from home)
Scottish Widows pension
Holiday buy-back Scheme
Cycle-to-work Scheme
Electric Car Scheme
£100 annual book allowance
A lovely team and culture
Staff socials and development days

The Organisation
We’re based in the North West of England and put simply; we make public
services people services. We provide the know-how, big-picture thinking, and
hands-on time to help public and third sector organisations get moving on the
projects that really matter: the ones that make the biggest impact on the lives
of real people.
If we had to put ourselves in a box, we’d say ‘we’re a bit like consultants but
we don’t just advise people, we do stuff for them too’. We’re in it for the longhaul; we don’t just produce the shiny report, we get on with the job at hand focussing less on the policies and procedures, and more on the people at the
end of them.
We’re not experts in all the areas we work in and that’s a big plus for us. It
means we’re not limited by preconceptions, and our objectivity means we can
take that big, important step back. That doesn’t mean we’re not aware of the
red tape, the norms and the potential barriers to change, it just means we
respect and ably navigate them.
Our teams are made up of people from all sorts of backgrounds and that
means we apply a range of skills and viewpoints to the challenges we face
and any gaps our client’s teams might have. We don’t think we have all the
answers at Capacity either, we aren’t going to change public services for the
better on our own, and neither is anyone else. Getting people together and
enabling them to talk to one another is one of the things we’re best at.

For the leaders at the top of the North West’s public and third sector we
offer a bit of time to stop and come up for air. We’re here for them to
listen, lean on or let off steam with, acting as a critical friend, an
extended ‘Leadership Team’ and someone to say ‘you know what, that
can be done’. We want people in public services to talk in the same
language, dream of the same possibilities and remind themselves that
we’re all here for the same purpose – better lives for real people.

We take a positive action
approach to recruitment
and we particularly
encourage applications from
people who are currently
under-represented at this
levels/within this area.

The Role
Over the last few years, we’ve really grown as an organisation
and the great stuff we are doing means we’re getting bigger
and better all the time. For that reason, it’s time to put more
resource into our marketing and communications.
If the next few pages sound good and you become our new
Marketing & Comms Coordinator, the main part of your role will
be about helping to deliver the Capacity communication
strategy by working closely with our Marketing and
Communications Manager. Occasionally, we may need your
support with our client work and external projects, but we know
Capacity has got lots of exciting stories to tell, and that’s where
we need your help most!
You’ll be proactive in making sure we’re delivering on the
Capacity Communications Strategy (we need someone who
loves content creation!) whilst also keeping a handle on any
reactive communications we might need to do along the way
internally and through our social media platforms. You’ll support
us to attract new clients by telling our story with engaging and
exciting content, whilst continuing to engage our existing clients,
making sure they stay informed about what we’re up to and feel
proud to be part of the Capacity network.

Marketing and Comms sits within our internal Operations
Team, so while you will report into and be fully supported by
our Marketing and Communications Manager, we won’t
hinder your creativity. Basically, you’re going to be the glue in
the organisation that helps bring our team together to best
share their stories - we want to hear your ideas and your way
of thinking!
Aside from being great at marketing and comms, we’ve got
another big ask of you. What’s really important to us is that
you’re in it for the right reasons - you’re interested in working
with us because you want public services to be the best they
can be for the real people at the end of them.

The Responsibilities
Top level bits
People
You’ll support our Marketing and Communications manager,
as well as our Communications Associates to deliver on their
projects
You’ll support skills development across the wider
organisation – we want to ensure other Capacity people
grow in terms of their Marketing and Communications
knowledge and abilities
You’ll proactively seek out storytelling opportunities from the
wider team, helping to pull out those golden nuggets of the
amazing work we do (we need someone confident who can
pull out a story from someone who doesn’t know how to tell
it)

Planning
You’ll be responsible for supporting the delivery of our
Communications Strategy, working with our Marketing and
Communications Manager and Associates to add in your
own ideas and bring it to life
You will help to plan and coordinate our REGROUP events,
making sure we are on track with our schedule throughout
the year
You’ll monitor key stats around communications and
marketing, making sure we’re getting ‘bang for our buck’
and that our SLT and Board have all the information they
need

Creative
You’ll work across Capacity to encourage creativity about
how we and our teams communicate and promote our work
and the work of our clients. This doesn’t all have to come
from your head, but you’ll need to support us to find the right
associates to make this work standout.
We’d like you to support Capacity’s positioning so it stands
out from our competitors - making sure we’re not only
keeping up but staying ahead of the game.
You will work closely with and support our digital associates
and our IT providers to ensure all our online presence
(everything from Google Business to socials and our website)
are up to date and relevant.
Overall, you will be a content lover. From social media to
web content to good old fashioned press, you will see an
opportunity to tell a story and do a great job in doing so

THE DETAILED MARKETING AND
COMMUNICATIONS
Helping our marketing and comms be the best it can be:
You will support our internal communications strategy to
engage our permanent and associate teams.
You’ll be keen on keeping things in-sync and integrated and
work hard to make sure we deliver communications in a way
that is uniform and joined-up.
You’ll love working with others and be keen to build
relationships with peers, partners and potential clients.
You’ll keep the wider Capacity team up to date of any
changes in our approach to communications and ensure
they’re aware when changes may affect their day-to-day
duties.

Looking after our brand
You’ll be a Capacity brand advocate – making sure it’s tight and
tidy and gets stronger every day.
You will be our go to copywriting whizz. You won’t have any
problems dropping into our house style and ensuring we’re using
it across the organisation. You’ll know how to find and tell a great
story and use these to engage different audiences.
You’ll make sure that we are doing everything we need to with
client brands, keeping to their guidelines where they already exist,
or following the brief where we’re supporting with new ones.
You will work closely with our Graphic Design Associate. Ensuring
we always stay on brand, but we utilise other creative outlets like
Canva to help give them a break.

Growing digital engagement
You will be our go-to for all things digital (internal and
external) including our internal Microsoft tools, website and
social media.
You’ll ensure consistency in our brand style – so that our
online presence matches that of our offline communications
in print and face to face. We need our messages to flow
across both on and offline mediums.
You’ll create lots of engaging online content, knowing how
to find stuff that is really targeted for either professional or
community audiences.

Managing media relationships
You’ll support our Marketing and Communications Manager
with media enquiries, so you’ll be aware and clear of the risks
and opportunities that can come from working with the
media
You’ll help to support and coach those staff members who
act as spokespeople and have the confidence to lead but
also the humility to ask for help and support when the
moment arises. You will always be supported in this by the
Marketing and Communications Manager and Associate

Organisational Accountabilities
Capacity’s vision is a culture of collaboration, where the
public, private and third sectors work together to achieve more
with less and instigate significant change – creating solutions
to achieve the very best results and the most sustainable
value, across all of our public services. Through this we want
everybody to have a good place to live, a purpose and good
people around them to offer support.

To support this vision, you will be expected whilst working within
Capacity to be:

Motivated to achieve success and inspire
others to do so in a positive manner.
Take strategic action to resolve situations and
learn from challenging experiences.
Work collaboratively in order to ensure that
Capacity’s strategic direction core values and
strategic objectives are achieved.
To make sure that you read, are familiar with,
and follow all Capacity policies and
procedures.
To uphold the Capacity equal opportunities
policies and practices in carrying out your main
responsibilities.
To undertake any other duties which, can be
reasonably expected of you within the level of
your job.

The Ticklist
What we need
You've got skills
You know what makes a good marketing and communications
strategy and you know how to do the doing around making one
happen

You’re clued up on all the different communications channels out
there and creative in how you use them

You’ve got a handle on what’s happening in health, social care
and community services

You like to keep learning and you commit time to this for yourself

You understand digital communications channels; how they work
and how to make the most of them

You don’t need loads of direction, you can get on with stuff off
your own back

Your copywriting is a thing of beauty and you can drop into a
house-style no problem

The Ticklist
You've got skills cont...
You are incredibly organised and keep to deadlines, you know what’s happening when and make sure all your ducks are in a row

You’re good with people – you get people on board and keep them motivated and pulling in the same direction

You are a professional – so know when and how to turn it on for clients and others

You know your way around a computer, particularly around web-based content management systems and digital analytics

You love creativity – even if it’s not your strongest suit you can spot it when you see it and you value it

The Ticklist
You've done it all before (well, most of it)
You’ve got at least 2 years’ experience in a communications or marketing role

You’ve worked on public services (health, social care or other community services)

You’ve developed and/or taken strategies and plans and made them happen

You’ve worked with a range of different people and developed strong and positive relationships

The Ticklist
You're generally a great person
You’re flexible – and know and are happy to flex within the job when needed

You’re in it for the right reasons, you’re here because you want public services to be the best they can be for the real people at the end of
them. You hugely value the input local people can add to our projects and love to hear their voices

You’re a grafter and can take make things happen (with input and support from the wider team)

You’re self-aware and know that not everything goes right every time – you’re always keen to learn from this

You work hard, but you can also have a laugh – you’re easy-going

The Recruitment Process
When you apply, we will ask that you share an up to date
CV and to answer several questions that help us to
understand your skills, abilities, prior experience. You can
send a written application and CV or use video or audio
tools if you’d prefer.

We will use a second interview to gain a deeper understanding of
your experience and skills. We may ask you to prepare a short
presentation or task and will give you time to prepare between the
first and second stage interview. This interview will include 2
members of our Senior Leadership Team and is typically 1 hour.

3 staff independently assess applications to ensure fairness
and consistency, scoring each question based on how
closely it meets criteria areas 2 and 3. We will feedback to
unsuccessful candidates, if requested and aim to let you
know within a week of the application process closing.

If you have any questions about the organisation, the projects
or the role, we welcome you to get in touch for a chat via
+44(0)151 305 1045

Candidates who are shortlisted will be invited to a first
interview. This interview is as a chance for Capacity and
new applicants to get to know each other, and where we
hope to get a real sense of your personal attributes. It will be
a fairly informal meeting with the Marketing and
Communications Team at Capacity, lasting up to 45
minutes, and where possible, we will also introduce you to
the wider team so that you can get a better sense of our
internal culture and live projects. Ideally, this will be face to
face, but we can also use Zoom or other technology if
required.

Please send all applications to:
joinus@thisiscapacity.co.uk

The Application
Don’t worry, no long application forms here, we just want a copy of
your latest CV and a peak into your head (don’t get worried – it’s
literally a few questions below).

Some quick questions
We believe it’s always good to get off on the right foot, and we want to make
sure we invite the right people to interview. So, we’re giving you creative
freedom, answer the questions below in whatever format you wish, the only
limits we’re giving you are:
No more than 200 words per question if it’s written
No more than 90 seconds per question if it’s video or spoken content

1

Why do you want this role?

2

How organised are you? Are you good at keeping to
timelines and juggling lots of different tasks?

3

What do you find most challenging in work?

4

What’s your favourite part of working in Marketing
and Communications?

5

What creative projects are you most proud of?

Equality, Diversity and
Inclusion at Capacity
It is Capacity’s mission to lead by example in helping
socially minded organisations thrive, building better public
services and improving lives. We are committed to
celebrating and including the valuable contribution that
people from all backgrounds have to offer.

We’re committed to continually improving our practices
and welcome any feedback at:

We are working to eliminating discrimination and
promoting equality of opportunity in all aspects of our
relationships, regardless of age, cultural background,
class, disability, ethnicity, gender, sexual orientation,
gender reassignment, faith, working patterns, language,
union activity, or individual health status.

or by phone on

Our recruitment process is governed by our Equality and
Diversity policy which contains processes and
responsibilities to ensure that your recruitment journey is
fair and unbiased.

feedback@thisiscapacity.co.uk
+44(0)151 305 1045

Assistance, Adaptations &
Adjustments
If there are any adaptation or adjustments we can
make to assist you in your application or with our
recruitment process, please let us know at
joinus@thisiscapacity.co.uk or by phone on
+44(0)151 305 1045.

