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Communications and Membership Lead

Job Description

Job Title:	Communications and Membership Lead
Salary: 	£31,500
Hours:	Full-time; 35 Hours per week
Location: 	Hybrid - homeworking with some travel, including to DES Edinburgh office.
Reporting to:	Chief Executive Officer 
Responsible for: 	Communications and Membership Officer
Three Easy Read Creators

About Disability Equality Scotland

Disability Equality Scotland (DES) is a national charity and membership organisation for disabled people, Disabled Peoples Organisations (DPOs), Access Panels, and disability groups/organisations. It is our mission to work towards achieving inclusion and accessibility for all disabled people.

DES promotes access in its widest sense. We do this to promote a life of dignity, respect, choice, and independence. This includes access to our built and natural environment and access to the same opportunities as enjoyed by others in our communities. And it extends beyond physical access to include access to:

· information, 
· inclusive communication, and
· decision-making in policy making and community activities.

[bookmark: _Hlk126315617]Main purpose of this role

The Communications and Membership Lead is a senior role responsible for developing and delivering DES’ communications, marketing and membership strategies to raise the organisation’s profile, strengthen engagement with our members and stakeholders, and support the growth and sustainability of the organisation. The Communications and Membership Lead is a senior role responsible for developing and delivering DES’ communications, marketing and membership strategies, to raise the organisation’s profile, strengthen engagement with our members and stakeholders, and support the growth and sustainability of the organisation. 

Reporting directly to the CEO, and working with colleagues across the organisation, the postholder will lead all internal and external communications, oversee marketing of the organisation’s services, develop meaningful engagement with DES members, and provide strategic oversight of our Easy Read service.

As a member of the Senior Leadership Team, the postholder will contribute to organisational planning, performance, business development and continuous improvement, ensuring that accessibility, inclusion and the voices of disabled people underpin all communications and engagement activities. 

Knowledge and Experience

The role requires strong experience in communications, marketing and membership engagement, with the ability to plan, deliver and evaluate accessible activity across digital, print, media, events and campaign channels. 

The postholder will have a good understanding of disability equality, inclusive communication and accessible information, alongside the ability to translate complex issues into clear and engaging content for diverse audiences. 

Experience of managing digital channels, developing marketing activity, supporting membership growth and engagement, building effective relationships and working independently to agreed priorities is essential, together with a sound understanding of data protection, accessibility and information governance. The postholder will also be able to provide effective line management and oversight of the Easy Read service.

Role Duties

Strategic Leadership

· Develop and implement DES’ Communications and Marketing Strategies.
· Contribute to organisational strategy and planning as a member of the Senior Leadership Team.
· Advise the CEO on communications, reputation management and stakeholder engagement.
· Identify opportunities to increase the organisation’s profile, influence and impact.
· Champion inclusive communication across DES.
· Contribute to organisational impact and evaluation monitoring and reporting. 

Communications and Marketing

Lead and manage all organisational communications, including:

· Communications planning.
· Marketing strategy.
· Brand management.
· Website development and content.
· Social media.
· Digital communications.
· Publications and newsletters.
· Media relations.
· Campaigns.
· Internal communications.

Develop marketing plans to promote:

· Membership.
· Services, including our Easy Read and Training services.
· Events.
· Campaigns.

Support the CEO by preparing speeches, presentations, articles, media statements and other communications. 

Ensure all communications meet accessibility standards and are inclusive, engaging and consistent with DES’ values. 

Monitor and evaluate communications performance using agreed measures and analytics.

Membership

Lead the development and delivery of DES’ membership strategy for all members, including individuals, young people, organisations, Access Panels, and Disabled People’s Organisations (DPOs).

Responsibilities include:

· Growing membership.
· Improving members retention.
· Increasing meaningful member engagement.
· Developing member benefits.
· Managing member communications.
· Coordinating member events.
· Supporting participation and disabled people’s activities.
· Collecting feedback to inform organisational development.
· Developing opportunity for members to shape DES’ work and priorities. 

Easy Read 

Provide strategic and operational oversight of the DES Easy Read service.

Responsibilities include:

· Ensuring high-quality Easy Read creation, ensuring compliance with the UK Easy Read Standards.
· Supporting business development and promotion of the service.
· Monitoring customer satisfaction.
· Ensuring quality assurance processes are in place.
· Supporting innovation and service improvement.
· Promoting best practice in accessible information.

Business Development and Service Marketing

· Work with the CEO and colleagues to develop marketing plans that promote, increase awareness and uptake of DES’ services, membership, projects and events.
· Identify opportunities to increase earned income through effective promotion and marketing.

Leadership and People Management

· Provide clear, supportive and accountable line management to the Communications and Membership Officer and three Easy Read Creators, including regular one-to-ones, objective setting, workload planning, feedback, development and wellbeing support.
· Set priorities, allocate work and monitor delivery, ensuring deadlines, service standards and organisational commitments are met.
· Delegate appropriately while maintaining effective oversight, quality assurance, resilience and sufficient cover for key operational responsibilities.
· Build capability through coaching, constructive feedback, knowledge sharing and access to relevant learning and development opportunities.
· Address performance, conduct, attendance or wellbeing concerns promptly, fairly and in line with DES policies and procedures.
· Promote a positive, inclusive, accessible and collaborative culture in which colleagues are treated with dignity and feel able to contribute, raise concerns and share ideas.
· Model DES values and expected behaviours, demonstrating sound judgement, integrity, confidentiality, accountability and a practical commitment to disability equality.
· Work collaboratively as a member of the Senior Leadership Team, contributing operational insight to organisational planning, risk management, performance and continuous improvement.
· Support effective internal communication and cross-team working so that staff understand priorities, decisions, responsibilities and changes affecting their work.
· Lead or support operational improvement and change projects, engaging colleagues, managing implementation risks and evaluating whether changes achieve the intended benefits.
· Provide reliable operational cover and advice to the CEO, escalating significant people, financial, compliance or service risks appropriately.

Partnership working

Develop productive relationships with:

· DES members
· Disabled People’s Organisations
· Third sector organisations
· Public bodies
· Funders
· Media organisations

General Responsibilities

· Ensure all activities support delivery of DES’ strategic priorities.
· Contribute to organisational planning and development.
· Produce reports for the CEO, DES Board and funders.
· Work within DES policies and procedures.
· Ensure compliance with GDPR, copyright and communications legislation.
· Undertake other duties appropriate to the role. 

Demands of the post

This role is part of the DES Communications and Membership Team that is key to delivering our Strategic Plan 2023-2028 which is fully aligned to the wider policy landscape in Scotland. 

This is a demanding post that requires working with colleagues and volunteers across DES, flexibility and the ability to manage what may sometimes be a heavy workload with competing demands and deadlines. 

This post can be worked flexibly and may involve hybrid working from home and the DES Edinburgh office, with travel to meetings and events across Scotland.

The postholder must be committed to working towards equality, inclusion, and participation for disabled people in Scotland.

Equal opportunities

DES is committed to being disability confident and an employer of choice irrespective of race (which includes colour, nationality and ethnic or national origins), sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability, or pregnancy and maternity. The ethical and business case of ensuring that our workforce is representative of wider society is at the heart of what we do. When we are recruiting, disabled candidates who meet the essential criteria will be guaranteed an interview.

Person Specification 
	Selection Criteria


	Essential (E)
Desirable (D)
	Where Evidenced
Application (A)
Interview (I)
Presentation (P)

	Experience and Qualifications


	Significant experience leading organisational communications
	E
	A / I / P

	Experience of developing and delivering communications, marketing or membership strategies and delivery plans
	E
	A / I / P

	Experience of planning and delivering communications or marketing activity across digital, print, media or campaign channels
	E
	A / I / P

	Experience of stakeholder or membership engagement, partnership working or building collaborative relationships
	E
	A / I / P

	Experience of providing supportive and accountable line management, including setting objectives, planning workloads, giving feedback and supporting staff development and wellbeing.
	E
	A / I / P

	Lived or learned experience of disability, disability equality, access or inclusive communication
	E
	A / I

	Professional qualification in communications, marketing, public relations or membership management
	D
	A / I

	Experience of overseeing accessible information or Easy Read production.
	D
	A / I

	Experience of business development or income generation
	D
	A / I

	Experience of media management 
	D
	A / I

	Experience within a Disabled People’s Organisation (DPO) 
	D
	A / I

	Understanding of working with volunteer-led organisations 
	D
	A / I

	Skills and Knowledge


	Ability to identify key messages and translate complex issues into clear, accessible and engaging content for members, stakeholders and the wider public
	E
	A / I

	Good working knowledge of digital communication tools, social media platforms, website content management and Microsoft 365 applications
	E
	A / I 

	Excellent written and verbal communication skills and presentation skills, delivered in a straightforward manner
	E
	A / I

	Leadership and people management
	E
	A / I

	Strong project planning and organisational skills. Ability to prioritise own workload, manage competing demands and work to specified deadlines under pressure
	E
	A / I

	Marketing and promotional planning
	E
	A / I

	Can work well independently or as part of a team
	E
	A / I

	Knowledge and understanding of the social model of disability and Independent Living Movement
	E
	A / I

	Understanding of accessible and inclusive communications
	E
	A / I

	Understanding of membership organisations
	E
	A / I

	Knowledge of the Scottish third sector
	D
	A / I

	Understanding of charitable sector service marketing
	D 
	A / I

	Event management
	D
	A / I

	Business development skills
	D
	A / I

	Competencies and Personal Attributes


	A positive approach and the ability to be systematic and solve problems
	
E
	
A / I

	Collaborative approach
	E
	A / I

	Excellent interpersonal skills
	E
	A / I

	Values-led leadership
	E
	A / I

	Organised, with an ability and flexibility to react effectively to changing and competing work demands 
	E
	A / I

	Enthusiasm and commitment
	E
	A / I 

	Professional integrity
	E
	A / I 

	Confident decision maker
	E
	A / I 

	Business Requirements


	Hybrid working, homeworking, with some travel including to the DES Edinburgh office and to meetings or events across Scotland.

Occasional participation in early evening meetings may be required.
	E
	I



Essential Requirements are those, without which, a candidate would not be able to do the job. Desirable Requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.
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