Job Descriptions

[image: logo for email only]

Anthony Nolan is a charity that saves the life of people with blood cancer. Every day, we match remarkable donors willing to donate their blood stem cells to people who desperately need life saving transplants. We are driven by our Values of passion, patient–focus, accountability, innovation and a desire to improve every day.



	
Department: Communication and Marketing



JOB DESCRIPTION			

	Job Title:
	Copy Manager

	Reports To:
	Studio Manager

	Direct Reports:
	 Yes

	Hours per week:
	35 hours

	Contract:
	Permanent

	Date:
	[bookmark: _GoBack]January 2014




Job Profile:

To devise excellent copy, editorial and creative ideas and manage the copy and editorial aspect of all marketing communication projects for Anthony Nolan.


Key Responsibilities

These include but are not limited to:

Creative development and management
1. Manage and develop marketing copy and messaging for Anthony Nolan.
1. Manage the workflow of copy requirements for Anthony Nolan and feed into the status report.
1. Manage the workload of the copywriter.
1. Work with members of the marketing team to devise excellent creative solutions to opportunities throughout Anthony Nolan.
1. With other members of the marketing team, develop the creative element of marketing communication concepts, campaigns and collateral.

Copywriting
1. Lead on developing the messaging, tone of voice and brand character for the copy element of Anthony Nolan’s brand.
1. Liaising with a wide range of staff to capture and understand messages, facts and figures for developing campaigns. 
1. Accurately interpreting and implementing copy briefs.
1. Accurately interpreting and incorporating copy amendments from various stakeholders.
1. Researching and writing copy to the highest standard for a range of campaigns including but not limited to printed literature, direct mail, emails, SMS, scripts and web.
1. Editing and proofing communications for any department and providing direction on these communications so as to ensure consistency of messaging. 
1. Interpreting marketing research and applying the learning to develop appropriate communications.

Project management and project support
1. Build excellent relationships with internal stakeholders and provide new ideas and directions to better engage with our external stakeholders.  
1. Working alongside agencies by assisting with the development of appropriate copy and concepts for campaigns. 
1. Managing schedules and sign off processes for individual projects. 
1. Liaising with internal clients and the design team on projects to ensure excellent customer service is provided to everyone we work with.

Any other duties as deemed appropriate and requested by the management.



Person Specification

	

Attributes

	
E= Essential
D= Desirable


	Experience in creative development and messaging development.
	E

	Experience in copywriting
	E

	Educated to a degree level or equivalent experience, a creative mind and a passion for writing.
	E

	Experience in applying a tone of voice guide to writing
	E

	Good understanding of Charity brands and supporter-engagement writing with and excellent writing style and ability to adapt for different target audiences.
	E

	Excellent communication skills with attention to detail in style/consistency, grammar, syntax, scientific accuracy, layout and design.
	E

	Excellent project and time management and organisational skills
	E

	Ability to listen, learn and improve within the role with excellent interpersonal skills.

	E

	Is able to work on own initiative and/or part of a team

	E

	Is able to think outside of the box to spot opportunities to improve, make suggestions both to colleagues and seniors.

	D

	Is approachable, respectful and friendly to everyone in the Organisation and to any external stakeholders.

	E

	Is open and honest and positively accept constructive criticism
	E

	Is flexible in terms of time management and can adapt to the needs of the business.
	E

	Is willing and able to embrace and uphold Anthony Nolan’s values and apply them to every day activity.
	E

	Pro-actively participates in the scheduled appraisals meetings
	E

	Respects the importance of good time keeping, punctuality and reliability and puts it into practice
	E

	Takes responsibility and accountability of one’s actions and makes informed decisions.
	E


	Always learns from any mistake
	E


	Understand and ensures compliance with our Data Protection policy and Procedures.
	E


	Understands and ensures compliance with our Health and Safety policy and procedures. 
	E




Note: Our Terms and Conditions of Employment can be found on our Website. 

http://www.anthonynolan.org/Jobs/Benefits.aspx
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