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Job description 

Job title:				Engagement Planning Officer
Team:				Engagement Team
Department:			Fundraising and Marketing 
Job Location: 		Andover/Home/Hybrid
Reports to: 			Editorial Content Manager				
Salary: 				£28,000 – £31,000 per annum
Level of disclosure check required and related workforce: 
Basic

Overall purpose
Macular disease is the biggest cause of sight loss in the UK, with around 300 people diagnosed every day. The Macular Society is the only charity determined to beat the fear and isolation of macular disease with world class research, and the best advice and support.

To support people affected by macular disease now, the Macular Society provides a range of support, information and services. Our research programme is focused on finding new treatments and a cure to Beat Macular Disease forever.

The Engagement Team builds meaningful connections with our audiences, nurturing lasting relationships with both new and long-standing supporters. The Engagement Planning Officer helps ensure our audiences receive the right messages at the right time, encouraging genuine engagement and positive responses. This role also supports a team of in-house creatives and content producers, keeping projects on track and ensuring timely delivery of content that resonates with and inspires our supporters. 

We have ambitious growth targets over the following five years and plan to grow and transform our fundraising programme to ensure we meet the needs of our members and donors and grow income to find a cure for macular disease and to support those in need right now. The role will support our on and offline engagement planning, enabling us to deliver long term income and greater reach to help Beat Macular Disease.
Although this role reports into the Editorial Content Manager, there will be the necessity to liaise across the Engagement team and the wider organisation.

Organisational chart

Organisation chart shows at the top the chart the Head of Engagement; reporting into this role are four roles: Audience Events Officer, Creative Manager, Engagement Content Manager and Editorial Manager with the Engagement Planning Officer reporting into the Editorial Content Manager.

Our values

We will beat macular disease by…

[image: A yellow circle with black text

Description automatically generated]

· Making It Happen - we are Ambitious.
· Showing We Care - we are Supportive and Caring.
· Knowing Our Stuff - we have Integrity, and we act Honestly.

Key accountabilities of the role:
· Support the organisation through the development, management and updating of our communication planning calendar. 
· Triage, maintain and update creative projects: keeping projects on track, monitoring and managing project timelines ensuring tasks are completed on time.
· Work with the Engagement team to assess and monitor resource availability.
· Schedule and lead meetings, ensuring key actions are followed up, and act as a key project liaison.
· Monitor and compile results information, KPIs and statistics from internal and external sources; liaise with database, supporter care and finance teams; adding recommendations where appropriate.
· Coordinate online and social media campaigns: including set up, creative development and approvals, briefing internal teams and our external media agency.
· Assist with budgetary management, reporting and administration.
· Maintain a good working relationship with our media agency and other external suppliers 
· Support the engagement team as required.
Specifically for this role, you will have:
Knowing Our Stuff
· Previous experience of an administrative role managing multiple stakeholders.
· Excellent verbal and written communication skills and a strong attention to detail – and an appreciation of what constitutes good supporter care.
· Highly organised, detailed-oriented, analytical, able to collate and apply insight for decision making. 
· Experience of working with external suppliers and understanding the importance of obtaining best value for money.
· Strong IT skills including Word, Excel, PowerPoint, Outlook, Teams, SharePoint. 
· Strong numeracy skills. 

Making It Happen
· Able to work independently under own initiative and cooperatively as part of a fundraising and marketing team. 
· Able to prioritise own workload and meet deadlines.
· Understanding what works for specific audience groups.
· Able to work in an agile way, in a test and learn environment.
· Able to multitask and prioritise multiple projects and work streams.
· Good understanding of social media marketing and channels.

Showing We Care
· Putting the needs of our audiences at the heart of our planning and content creation.
· Excellent team working and collaborative working skills, with the ability to develop effective partnerships.
· Good influencing skills with a can-do attitude and hands on approach. 
· Commitment to high standards in all areas of work.

Desirable:
· [bookmark: _GoBack]Previous experience of a similar role.
· Knowledge of and empathy with issues relating to sight loss.
· Experience working for a charity.

Eligibility to work in the UK:
Proof of identity and eligibility to work in the UK.
Volunteering:
From time to time, you may be asked to support/volunteer your time (TOIL available) at Macular Society events that take place outside of normal working hours.
Travel: 
At a minimum, you will be expected to attend occasional events and meetings at the Andover office.
Safeguarding:
The Macular Society is committed to safeguarding and promoting the welfare of all children, young people and vulnerable adults with whom we work. We expect all our employees and volunteers to demonstrate this commitment.
You are required to carry out other such duties as may reasonably be required, relevant to the role. 
This job description is accurate as of the date shown below. In consultation with you, it is liable to variation by the Macular Society to reflect or anticipate changes in or to the role.
Annual leave: 	26 days plus bank holidays (pro rata for part-time)
Based:			Andover, Hybrid, Home-Based
Contract Type: 	Permanent
Date of evaluation: Oct 2025
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