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COMMUNICATIONS & MARKETING COORDINATOR

JOB DESCRIPTION


GOAL
To be a vibrant, learning and sustainable organisation that delivers excellence in specialist palliative care for the people of Whanganui

This job description outlines the key duties and responsibilities that form part of the employee’s role at Hospice Whanganui.  The job description is written for the position as at June 2025, and is subject to amendment from time-to-time. 


	Position title:
	Communications & Marketing Coordinator 

	Primary place of work:
	Hospice Whanganui

	Position status:
	Permanent Part-time (20 hours)

	Reports to:
	Chief Executive Officer




	Purpose of position

	The creation and execution of a promotion, marketing and communications programme to meet the public engagement and annual resource acquisition targets of Hospice Whanganui.




	Functional Relationships

	Internal:   All Hospice Whanganui staff and volunteers              

	External: Local media, businesses, community groups, donors and sponsors, external agencies and contractors, community agencies, gaming charities, charitable trusts, supporters and the Whanganui community, other Hospices and Hospice New Zealand




	Summary of Key Responsibilities

	Marketing and Communications 
	Fundraising, Retail and Events Support











KEY RESPONSIBILITIES

1. Marketing & Communications

	Responsibilities
	Key Deliverables

	Develop and deliver a Communications Plan for HW
	· Design an effective annual communication and marketing plan for Hospice Whanganui.
· Actively identify community stakeholders and potential supporters and design targeted promotional material to engage with them.

	Lead and manage the ongoing development of the Hospice Whanganui brand and profile to drive awareness and support for the organisation 
	· Widespread understanding of the role of the organisation in the community opens up potential opportunities for support and funding
· Leverage opportunities for raising the profile of the organisation through a range of means such as website, social media, print media, radio and through corporate and community stakeholders

	Lead our website and social media engagement and ensure these are fit-for-purpose, meets the needs of patients, whanau, staff and community
	· Review the effectiveness of our website and ensure it has sufficient opportunities and utility for our stakeholders and community to engage through it.
· Review our social media platforms and enhance these to provide more effective communication and engagement opportunities.
· Lead all of our social media publications and engagement.

	Be the custodian of the Hospice Whanganui brand ensuring its profile is consistently and positively elevated to promote the organisation and its work
	· Ensure all of HW communication uses our brand consistently and effectively.
· Create opportunities for HW to profile its brand in the community where appropriate

	Manage and oversee all publications and promotional material from the organisation 
	· Review all of HW’s internal and external communications and ensure these are impactful, relevant and effective.
· Design impactful and regular communication material such as newsletters and social media posts to reach our wide range of audiences.
· Work with clinical team to ensure our patients and whānau have opportunities to engage with HW about their experience and to have easy feedback loops provided to them.
· Actively work with clinical team to appropriately and sensitively tell patient and whānau stories to raise visibility of our organisation and its value in the community.
· Actively engage with the wider Hospice network to participate in marketing/communications initiatives (eg Hospice Awareness Week, Volunteer Awareness Week and other campaigns)
· Design and publish a high-impact Annual Plan and Annual report every year.
· Maintain an up-to-date database of all external contacts and ensure effective communication with these.

	Maintain strong networks with local media and be visible in the community
	· Lead regular engagement with local media outlets and develop excellent relationships that will lead to strong connections with Hospice.
· Identify opportunities to work with various media sources to raise HW’s profile and leverage fundraising opportunities




2. Fundraising, Retail & Events Support

	Responsibilities
	Key Deliverables

	Support HW’s fundraising, events and retail initiatives
	· Work effectively with the Fundraising. Events and Grants Coordinator to support the planning and promotion of all agreed fundraising initiatives.

· Accompany the Events Coordinator and on occasion the CEO to stakeholder/sponsor meetings and events where appropriate to raise awareness of HW’s fundraising opportunities.

· Develop high-impact marketing material in various forms to promote HW’s fundraising events throughout the year.

· Support our retail operations with promotional and communications ideas and initiatives.




ORGANISATIONAL REQUIREMENTS

	
	Key Deliverables

	Te Triti o Waitangi

	· You can demonstrate an understanding of the Treaty of Waitangi and its principles and how to implement it.
· You commit to ongoing learning to better support our Māori community.

	Organisational Values
	· Core HW values are lived out and demonstrated in all aspects of your work.
· You demonstrate kotahitanga (unity), courage, manaakitanga (respect, generosity, kindness) and accountability in all you do.

	Health & Safety
	· Commit to completing all Hospice Whanganui mandatory training.
· Timely, full and accurate completion of accident and hazard forms if and when required.
· Contribute to the improvement of Health & Safety in the workplace where required.

	Other duties
	· Other duties, reasonably requested, are performed to expectations.





	Person Specification 

The following are the requirements the individual must have to successfully perform the requirements of this job

	Qualifications and Education
	· Ideally a qualification in Marketing or Communications OR experience in a similar role

	Experience, skills and knowledge
	· Demonstrated evidence of leading and delivering successful communications, marketing or promotional initiatives.
· Evidence of experience in the effective use of digital media platforms including social media
· Experience in working with the media
· Strong ability to network effectively 
· Able to design, lead and deliver projects
· Confident, professional, sensitive and effective communication style
· Willing and able to work in accordance with the principles of the Te Tiriti
· Able to prioritise and to complete tasks by deadlines
· Able to build strong positive working relationships at all levels and work effectively in a team environment.
· Exceptional verbal, written and presentation delivery skills.

	Professionalism
	· Able to maintain a high level of personal integrity at all times.
· Able to take care to present a professional image in all aspects of work, appearance and conduct.
· Able to keep sensitive information confidential

	Other
	· Clean and current driver’s licence
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