THE TINY LIVES TRUST

MARKETING &
COMMUNICATIONS OFFICER

APPLICATION PACK



January 2026

Post — Marketing & Communications Officer

Thank you for enquiring about the vacancy for Marketing & Communications Officer
at Tiny Lives. | am pleased to enclose further details about the position. You can find out
more details about the Tiny Lives Trust by visiting our website www.tinylives.org.uk.

Having reviewed the details of the post, if you wish to apply, please complete the online
application form, submit your CV and covering letter. Please highlight to us your skills and
experience that demonstrate your suitability for the role.

If you would like further information about the role, | would be very happy to have a
conversation before you choose to apply. Please email me at rachel@tinylives.org.uk to
organise this.

Applications must be received by 12pm noon, on Thursday 29™ January. If you are
shortlisted, we will notify you by end of Friday 30" January and interviews will be held week
commencing 9% February.

Please note, the information you give in your application will not be held by the Tiny Lives
Trust any longer than is necessary and will not be used for any purpose other than to assess
your suitability for the advertised post.

If you have the experience and skills we are looking, | hope you will apply and | look forward
to receiving your application.

Rachel Hardwick
Fundraising & Engagement Manager
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BACKGROUND INFORMATION

Every year, 1in 7 babies will spend time in neonatal care.

Having a premature or sick newborn baby can be the most
difficult of times. This journey is different for everyone. For
some, it may start before or during pregnancy, and for
others it may continue long after discharge.

At Tiny Lives we want all premature and sick newborn

babies living in the North East and North Cumbria to have

the best possible chance to thrive. We have helped

thousands of families during these most difficult of times,
providing vital practical, financial and emotional support at every stage of their neonatal
journey.

This is an exciting time to be joining the charity as Tiny Lives is delivering our 2024 — 2029
strategy. Over this period, we aim to deepen our work and connection with the
Newcastle Neonatal Service at the RVI in Newcastle upon Tyne, by continuing to offer
practical and emotional support for families while they are on the ward, and following
discharge home, as well as aiming to reach more families in the North East and North
Cumbria and engage families under represented with our services.
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TERMS OF ROLE

1. Salary:
2. Contract:

3. Hours:

4. Leave:

5. Pension:

6. Location:

7. Travel:

The post is offered at a salary of £28,000 per annum
A permanent contract, subject to a 6-month probationary period.
35 hours per week excluding lunch breaks.

We are committed to offering a flexible work environment that
accommodates individual circumstances while ensuring the charity
fulfils its strategic objectives.

The post-holder may be required to work occasional evenings or
weekends to support Tiny Lives events.

25 days per year (for full time positions) plus public holidays, rising to
26 days after 2 years' service and 27 after 5 years' service.

The Tiny Lives Trust will contribute up to 6% of your annual salary to
the company stakeholder pension, providing you make matching
contributions of at least 5%, and subject to a qualifying period.

The Tiny Lives Trust is based on Newcastle Business Park on the
outskirts of Newcastle city centre. We operate a hybrid working
model with flexibility to work both from home and the office.

Working at other locations to attend meetings and events will be
required occasionally.

The Tiny Lives Trust will pay staff travel expenses and subsistence if
an employee is required to travel as part of their role (outside of
commuting to the Tiny Lives office).

Post holders will require business travel insurance if they use their
own vehicle on company business.
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Marketing & Communications Officer

The Marketing & Communications Officer will create and deliver compelling, multi-
channel content and campaigns and communications that inspire action, raise awareness,
and strengthen engagement across Tiny Lives’ stakeholders, from parents and fundraisers
to healthcare professionals and policy makers. You will manage day-to-day
communications activity, measure performance, contribute to strategic goals and help to
create sustainable income growth.

Responsibilities

Content Creation & Campaigns

Develop imaginative and engaging, accessible content for digital and
traditional channels (social media, website, email, print).

Plan and deliver integrated campaigns across multiple platforms to maximise
reach and impact and create sustainable income growth.

Manage a calendar of activity and ensure deadlines are met.

Prepare press releases to be shared with media.

Performance & Insight

Use Google Analytics and other tools to monitor website and campaign
performance.

Produce insight reports and identify trends to inform strategy.

Set up basic dashboards for efficient reporting.

Website & CMS Management

Maintain and update website content via CMS, ensuring accuracy, accessibility,
and SEO optimisation.

Stakeholder Engagement

Communicate effectively with internal and external stakeholders to capture
stories and content.

Build relationships that support campaign development and audience
engagement.

Create clear stewardship pathways for families, supporters and health care
professionals.

Work in partnership with our family support teams to ensure families have
clear, accurate, and timely information to access the support they need,
through effective communication channels and proactive engagement.
Ensure supporters are thanked in the appropriate communication methods.
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Email Marketing

. Create targeted email campaigns and newsletters using platforms such as
Mailchimp that inspires action.
. Ensure compliance with GDPR and Fundraising Regulator and best practice in

data handling and fundraising.

General Responsibilities

. Collaboration: dynamic and proactive working across all forms of fundraising,
events and family support, internal departments and support to colleagues
where and when needed.

. Data Management: Maintain accurate records of interactions with families and
supporters in our CRM system.

. Reporting: Support colleagues with production of reports to demonstrate
fundraising performance and identification of appropriate actions

. Compliance: Ensure all communications activities comply with relevant laws,
requlations, and ethical standards.

. Administration: maintain appropriate processes for management of supporters

and their donations.

Miscellaneous

. The role will occasionally be required to work outside of normal office hours to
support Tiny Lives events

. This list is not exhaustive and other duties may be required as determined by
the charity

Alighment to our values

Our values and the way we behave in order to demonstrate them in our day-to-day
interactions make us who we are as an organisation. We expect all our colleagues to
demonstrate strong alignment with our charity values and vision that ‘all premature and
sick newborn babies and their families living in the North East and North Cumbria have
the best possible chance to thrive’. Our work at Tiny Lives is underpinned by the
following core values:

‘Families at the heart of everything we do’

. We care, support and empower
. We listen, engage and respond
. We are progressive, inclusive and future-focused
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Qualifications & Skills

Education - Bachelor's degree in a relevant field, or significant worked experience in a
relevant role.

Creative Copywriting — Creativity and innovation in content creation, with strong
copywriting skills adaptable for multiple audiences.

Multi-Channel Campaigns — Demonstrable experience in delivering campaigns across
social media, video, print, and web.

Performance Analysis — Ability to measure performance and report insights using Google
Analytics.

Organisational Skills — Strong organisational skills and ability to meet deadlines.
Relationship Building - Proven ability to build and maintain relationships.

Initiative - Self-motivated, proactive, and able to work independently as well as part of a
team.

Relationship Building - Proven ability to build and maintain relationships.
CMS & SEO - Hands-on experience with CMS and SEO optimisation.

Email Marketing — Experience in email marketing and familiarity with platforms like
Mailchimp; understanding of GDPR best practice.

Design & Video Tools — Knowledge of design tools (Adobe, Canva) and video editing
software

Fundraising Experience — Experience in fundraising or income generation.

CRM Proficiency - Experience using CRM software, ideally Beacon.
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