
 
 

Job Description – Marketing & Promotions Officer 
15 hours per week (flexible, may include some weekend events, early evenings, breakfast 
meetings)  

£8 per hour. Initially a 12 month contract.  
 

Responsibilities and duties 

Specific to post: 

 Work closely with colleagues and Chief Executive to develop a Marketing Plan and 
fresh materials for all HFS services. 

 Implement the Marketing Plan, working alongside colleagues and volunteers to 
achieve the plan.  

 Maintain the online profiles and news for HFS and our services on our website and 
social media, including creating social media content and helping to put together a 
monthly e-newsletter. Respond to social media enquiries.  

 Organise promotional events and activities, including stands at community events, 
pop-up shops, displays. 

 Generate photos, press releases and stories for local media and online coverage.  

 Help team to maintain online showcase of furniture in stock.  

 Attend networking events including business breakfasts, chamber of commerce to 
raise profile of HFS and build links with businesses. 

 Give talks to raise profile of HFS with target audiences.  

 Targeted outreach to local agencies and businesses that could sign-post customers or 
donors, including distribution of flyers and posters.  

 Work as part of the team, helping with events and other activities as required. 

 

General: 

 Provide a good standard of customer service to the public. 

 Play a full part in the team by: 

o providing support, assistance and cover for other members of staff  

o participating in the development of the organisation as appropriate 

o working with others in the team to devise improvements to HFS policies and 
procedures 

o ensuring that HFS resources are used in as effective and efficient a way as 
possible 



o taking ownership of and responsibility for the implementation and enforcement 
of management decisions 

 Take reasonable steps to protect the health and safety of yourself and those working with 
you. 

 Comply with health and safety policy and guidelines, and make colleagues aware of any 
potential threats to health and safety. 

 Ensure at all times that the HFS Equal opportunities policy is applied to every aspect of our 
work through the behaviour, communication and attitude displayed towards service users, 
volunteers and the wider community.  

 Carry out all other duties reasonably required to ensure HFS fulfils its objectives. 

 



Person Specification 
Essential 

 Excellent communication skills with a wide range of people 

 Experience of giving presentations or talks to groups of people 

 High standard of literacy and numeracy, IT-literate, experience of record keeping 

 Confident computer user, including online and social media 

 Polite, friendly and efficient manner 

 Track record of establishing co-operative and constructive relationships with others 

 Ability to prioritise own workload within a wider Plan 

 Happy to work flexible hours as the role will include working at networking breakfasts, 
evening events and weekends.  

 

Desirable  

 Photography and video expertise 

 Experience of selling items online 

 Experience of using WordPress, MailChimp  

 

Knowledge & Understanding 

 Understanding of the social issues that affect HFS clients and volunteers 

 Knowledge of Equal Opportunities and Health & Safety issues and ability to apply policies 
to day-to-day work  

 Understanding of and sympathy with the aims of HFS 


