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	POSITION DESCRIPTION



	Position Title:
	COMMUNICATIONS AND MARKETING OFFICER
	Version:
	1.0

	Position Reports to:
	Communications and Engagement Business Partner

	Program:
	Corporate

	Award:
	[bookmark: Text7]Social, Community, Home Care and Disability Services Industry Award 2010 (SCHADS)

	Role Level:
	Worker
	Direct Reports:
	 No
	Classification Level:
	3

	Date reviewed: 09/2026
	Reviewed by: CEO, HR
	Date next review: 09/2028



ORGANISATIONAL ENVIRONMENT
[bookmark: _Hlk196396322]Encircle Community Services Ltd (Encircle) is the preferred Community Services provider in the City of Moreton Bay. We are a community-owned and operated organisation offering a range of support services and activities directly to families and individuals living in Moreton Bay and the greater North Brisbane area. 
Since 1987, we have been committed to developing programs and services that support the wellbeing of community members, to encourage and enable community participation, and respond to identified community issues and needs.
Encircle operates across six sites including Kallangur, Lawnton, Redcliffe, Strathpine, Caboolture and Kedron. We have 80 staff and approximately 85 volunteers. Our programs and activities demonstrate a wide variety of integrated options for the people in our region.

Our Vision:
Our communities will thrive and be resilient by being engaged, connected, and supported.

Our Purpose:
To be a responsive, adaptive, and sustainable organisation to meet the changing needs of our communities.


PURPOSE OF ROLE:

The Communications and Marketing Officer is responsible for the delivery and coordination of Encircle's marketing and communications activities across digital, print and community engagement channels.

The role supports awareness of Encircle's services, programs, events and impact by developing engaging content, maintaining communication platforms and producing high-quality promotional materials.

Working collaboratively with employees across the organisation, the Marketing Officer ensures communications are timely, professional, accessible and aligned with Encircle's brand standards and strategic priorities.

The role provides operational marketing support to all business units and assists in implementing communication and marketing initiatives under the direction of the Communications, Advocacy & Media Relations Business Partner.

Responsibilities

Content Creation and Communications Delivery 
· Develop, write and edit content for newsletters, websites, social media platforms, publications and promotional materials.
· Gather stories, photographs and content from programs and services across the organisation.
· Develop client success stories, program updates and community impact content.
· Ensure content aligns with organisational messaging, branding and communication standards.
· Assist with copywriting, proofreading and editing of organisational communications.

Social Media Management 
· Coordinate daily management of Encircle's social media platforms.
· Develop, schedule and publish social media content.
· Monitor engagement and identify opportunities to increase audience reach and interaction.
· Maintain social media content calendars.
· Prepare regular social media performance reports and recommendations.

Newsletter and Publication Management 
· Coordinate and produce monthly internal and external newsletters.
· Develop newsletter content in consultation with stakeholders across the organisation.
· Support the production of organisational publications and community information resources.
· Assist with annual report content collection and coordination.

Website Management and Digital Communications 
· Maintain and update website content to ensure information remains accurate and current.
· Upload news stories, service information, events and organisational updates.
· Support search optimisation and website improvement initiatives.
· Coordinate digital communication activities using approved platforms and tools.
· Support email marketing campaigns and digital communications.


Campaign and Event Promotion 
· Coordinate marketing activities for organisational events, programs and campaigns.
· Develop promotional resources including flyers, posters, invitations and digital assets.
· Assist in promoting community events, awareness campaigns and fundraising activities.
· Support campaign implementation and evaluation.

Brand Management and Design Support 
· Ensure all communications adhere to Encircle's brand guidelines.
· Maintain marketing templates, image libraries and communication resources.
· Create marketing collateral using Canva and other approved design platforms.
· Support consistent brand application across all communication channels.


Marketing Administration and Reporting 
· Maintain marketing schedules, databases and communication records.
· Assist with reporting on campaign performance and communication activities.
· Track key marketing metrics and engagement data.
· Support continuous improvement initiatives within the communications function.


KEY POSITION OUTCOMES

· Consistent and professional marketing communications across all channels.
· Effective promotion of Encircle's services, programs and events.
· Engaging social media presence and increased audience engagement.
· High-quality newsletters and publications delivered on schedule.
· Accurate and up-to-date website content.
· Strong support provided to organisational campaigns and events.
· Consistent application of Encircle's brand standards.


POSITION Requirements

Qualifications: 
· Certificate IV, Diploma or tertiary qualification in Marketing, Communications, Digital Media, Graphic Design or a related field; or equivalent demonstrated experience.


EXPERIENCE

Essential
· Experience creating content for websites, newsletters and social media platforms.
· Experience using Canva or similar graphic design software.
· Experience coordinating marketing and communication activities.
· Demonstrated ability to manage competing priorities and meet deadlines.
· Strong written communication and proofreading skills.


Desirable
· Experience within a community services, health or not-for-profit environment.
· Experience using email marketing platforms and social media scheduling tools.
· Experience updating website content through content management systems.


Other: 
· Police Check
· Driver Licence
· Blue Card




Key Selection Criteria

Key Selection Criteria
KSC 1: Content Development
· Demonstrated experience creating engaging and accurate content for digital, print and social media platforms. 

KSC 2: Marketing and Communications Delivery
· Experience coordinating and delivering marketing, communication or promotional activities across multiple channels

KSC 3: Social Media and Digital Communications
· Demonstrated experience managing social media platforms and digital communication tools, including content scheduling, engagement monitoring and reporting. 

KSC 4: Graphic Design and Branding
· Experience creating professional marketing collateral and digital assets using Canva or similar design software while maintaining brand consistency. 

KSC 5: Written Communication
· Strong writing, editing and proofreading skills with the ability to tailor communications for different audiences and channels. 

KSC 6: Organisation and Time Management
· Demonstrated ability to manage competing priorities, meet deadlines and maintain attention to detail in a busy work environment. 

KSC 7: Stakeholder Engagement
· Ability to build positive working relationships with colleagues, community members and external stakeholders and work collaboratively across diverse teams. 

KSC 8: Digital and Technical Skills
· Experience using websites, content management systems, email marketing platforms and Microsoft Office applications to support communication objectives. 

KSC 9: Values Alignment
· Commitment to delivering high-quality customer service and supporting the values and mission of Encircle Community Services Ltd.

Key Documents:
· [bookmark: _Hlk87796440]Encircle Policies and Procedures




	[bookmark: _Hlk160007075]Employee Name:
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