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Communications and Fundraising Coordinator
Job specification
Key relationships:	Service users, volunteers and colleagues at Mid Kent Mind and across the Mind network in England and Wales; professionals across the wider social care arena; donors and individual supporters; digital and media contacts drawn from the communities in which we serve.
Location: 		Maidstone office, with hybrid opportunities where possible
Hours: 	28 hours. Some evening and weekend work may be required on an ad hoc basis.
Salary: 	£28,000 pa (pro rata £22,400)
Contract Type: 	Full time / hybrid considered

About Mid Kent Mind
We are a local, independent, mental health and wellbeing charity providing a safe environment for individuals where everyone is valued. We improve the lives of those in our community by building their resilience and giving them hope for a better future. We strive to tackle stigma and discrimination through projects that promote a better understanding of mental health. Our vision is for a community where all individuals are accepted, included and supported to thrive. We aim to ensure that the needs of each individual who experiences a mental health problem, are met with the best possible support and outcome.
About the role
Mid Kent Mind runs a wide range of services, including but not limited to, mental health training, wellbeing courses, one-to-one sessions, and social groups. You will support the delivery of Mid Kent Mind’s communications, fundraising and marketing activity, helping to raise the profile of the charity and engage supporters, donors, and the wider community.
You will take a lead role in managing and growing Mid Kent Mind’s social media presence and digital communications, ensuring our messaging is consistent, accessible and impactful. You will support the development and maintenance of the Mid Kent Mind website, ensuring content is up to date, engaging, and reflects the charity’s mission and services. You will assist in the delivery of community fundraising events and individual giving campaigns, supporting donors to connect with Mid Kent Mind’s work and encouraging regular and one-off giving.
Who you are
· You are a passionate and creative team member, who will bring energy and enthusiasm to our communications and marketing activity and help us reach more people who need our support.
· You are a vibrant individual who will be joining a supportive and dedicated team at an exciting time for the organisation. 
· You are a natural communicator with a flair for digital and social media, who can tell our story compellingly across different platforms and to different audiences. You are passionate about mental health and the difference Mid Kent Mind makes in the community.
· You are motivated, eager to learn, and keen to make your mark in a charity environment.
What you will offer us
· You will contribute to the design, development and coordination of fundraising appeals
· You will be responsible for helping us grow our digital presence, engage our supporters, and help to build a vibrant community of donors.
· You will be a positive addition to the team and happy to represent Mid Kent Mind.
· You are enthusiastic and will contribute to events and activities that raise the visibility of and resources for Mid Kent Mind as a whole.
Key responsibilities
· As our Communications and Fundraising Coordinator you will lead on the management and growth of Mid Kent Mind’s social media channels (including Facebook, Instagram, LinkedIn), developing engaging content that raises the profile of the charity and connects with a range of audiences.
· You will lead on delivering individual giving programmes, including regular giving, one-off donation campaigns, and donor stewardship communications.
· You will create, schedule and monitor social media content in line with Mid Kent Mind’s brand guidelines, using scheduling and analytics tools to optimise performance.
· You will maintain and update the Mid Kent Mind website, ensuring all content is accurate, accessible, and reflects current services, campaigns, and news.
· You will support the development of website content including news articles, blog posts, service information pages, and fundraising campaign pages.
· You will monitor website analytics and social media insights, providing regular reports and recommendations to improve engagement and reach.
· You will help to develop and distribute donor communications including thank-you messages, and impact updates using email marketing platforms.
· You will assist with the creation of marketing materials across digital and print channels - including digital graphics, leaflets, posters, and e-newsletters to support campaigns, fundraising events and services.
· You will ensure all communications activity reflects Mid Kent Mind’s values and commitment to equality, diversity, inclusion, and anti-stigma messaging.
· You will work collaboratively with colleagues across the organisation to gather stories, data, and updates that can be used in communications and marketing materials.
· You will assist in maintaining accurate records of communications activity and supporter engagement to support planning and reporting.

Due to the nature of the role and the remote areas Mid Kent Mind covers, the successful applicant will need a full UK Driving licence, and access to a vehicle. 


Person Specification
In your covering letter, please use each point that you are able to meet as a heading and then explain how you meet the specific criteria
	
	ESSENTIAL
	DESIRABLE

	Qualifications / Education
	Good standard of education with strong written and verbal communication skills. Ability to tailor communication styles to different audiences and platforms.
	Degree or equivalent qualification in marketing, communications, media, or a related field. Knowledge of CRM or email marketing platforms (e.g. Mailchimp, HubSpot).

	Knowledge & Experience
	Demonstrable experience of managing social media accounts (Facebook, Instagram, X/Twitter, LinkedIn) for an organisation or cause. Experience of creating engaging digital content including graphics, posts, and written copy. Experience of updating and maintaining websites using a CMS (e.g. WordPress).
	Experience of working in the mental health, social care, or voluntary sector, or personal experience of mental health support needs. Experience of supporting individual giving or fundraising campaigns. Experience using social media analytics and scheduling tools (e.g. Hootsuite, Buffer, Meta Business Suite).

	Skills & Ability
	Excellent written communication skills with an ability to write clearly, creatively, and accessibly for a range of audiences. Strong digital literacy including use of social media platforms, Microsoft Office, and design tools such as Canva. Good organisational and time management skills with the ability to manage multiple tasks and deadlines. Ability to work collaboratively as part of a team and independently when required.
	

	Personal Attributes
	Commitment to Mid Kent Mind’s mission, vision and values and to embrace them within your work. Enthusiasm, creativity, and self-motivation. Commitment to equality, diversity, inclusion and to anti-discriminatory working. Passion for mental health and a desire to make a positive difference in the community.
	



Mid Kent Mind will consider any reasonable adjustments required by applicants with a disability (as defined under the Equality Act 2010) who meet the requirements of the post to be invited to interview. We welcome applications from people with transferrable skills and qualities, and people with diverse employment histories and personal backgrounds and applicants with lived experience of mental illness.
Review: this job description is subject to periodic review.
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