Role Profile

	Job Title:	
	Marketing and Communications Manager

	Strategic Team:
	SWISCo

	Service:
Business Unit:

	SWISCo
SWISCo Ltd 

	Responsible To: (day to day issues)
	Chief Operating Officer

	Accountable To: (line manager) 
	Chief Operating Officer

	Salary Grade: (Spinal column points only) 
JE Ref:
	Grade J SCP 32 – 35
SWIS128



	Job Summary
As the Communication and Marketing Senior Manager, you will play a central role in leading, shaping, and delivering SWISCo’s communications, marketing, and reputation‑building activity. You will ensure that your team is well managed, supported, and empowered to produce high‑quality, impactful work that strengthens public understanding of SWISCo’s services and enhances the organisation’s brand.
You will foster a positive, collaborative, and forward‑thinking team culture based on professionalism, creativity, a can‑do attitude, and pride in delivering exceptional communication and marketing outputs.
A critical element of the role is ensuring that SWISCo’s work is clearly and consistently communicated to residents, partners, stakeholders, and internal audiences. You will oversee the development and delivery of campaigns, content, and communication strategies that support organisational priorities—particularly around waste, recycling, environmental stewardship, and public‑facing services. Your work will help influence behaviour change, promote service improvements, and strengthen public trust.
Safety and wellbeing are core values for SWISCo, and your leadership will ensure that communication practices reinforce safe behaviours and support a healthy workplace culture. You will embed clear, accessible, and responsible messaging across all channels.
As a member of the SWISCo Leadership Team, you will contribute to shaping the organisation’s culture, strategic direction, and performance. You will collaborate closely with colleagues across operational and corporate services to ensure communications and marketing activity is well aligned with service needs, operational performance, and community expectations.
From time to time, you may be required to work across different parts of Torbay to gain firsthand understanding of operational activity, provide visible leadership, and ensure communication outputs accurately reflect the work being delivered on the ground. You will interact professionally with residents, communities, and partners, representing SWISCo’s values at all times.
Your role will directly influence how SWISCo is perceived by the public, the council, and its workforce. You will play a key part in promoting a positive organisational identity and supporting a culture of pride, transparency, and shared purpose.
You should be proud of the work you do in this role, as effective communications and marketing will help make Torbay an attractive, informed, and engaged place to live, work, and visit.


	1. [bookmark: _Hlk106975759]Key Purpose of Job
1.1. To provide an efficient, effective and professional service that, as a minimum, meets the national and local performance targets and delivers high quality outcomes for Torbay and its residents.
1.2. That Torbay’s residents receive an efficient and timely service in line with the performance standards set out in the Service Level Agreement with Torbay Council.
1.3. To provide an effective, responsive, efficient, high quality and professional communications service for SWISCo, which includes the use of social media, marketing and media relations activity, and focuses on enhancing and protecting the organisation’s reputation.
1.4. To ensure that the effective delivery of communication and engagement work to support SWISCo’s response to operational and commercial requirements.



	2. Anticipated Outcomes of Post
2.1. Provide an efficient, effective, and professional communication and marketing service that supports SWISCo in meeting national and local performance targets and delivering high‑quality outcomes for Torbay’s residents, businesses, and stakeholders
2.2. Develop creative briefs and lead the creative direction for all advertising, campaigns, brand activity, and public‑facing communications across print, digital, video, and emerging channels.
2.3. Design, deliver, and evaluate multichannel communication and marketing campaigns across the full customer lifecycle, ensuring consistent messaging, strong brand alignment, and clear support for service objectives.
2.4. Oversee the creation and maintenance of content across customer‑facing platforms, internal communication channels, social media, digital platforms, events, and all other key touchpoints to ensure accessible, timely, and high‑quality information.
2.5. Establish, maintain, and monitor communication standards and guidelines, ensuring all messaging is professional, accurate, legally compliant, and aligned with SWISCo and Torbay Council expectations.
2.6. Gather, analyse, and apply customer insights, market intelligence, behavioural data, and stakeholder feedback to inform strategies that improve engagement, increase service uptake, support behaviour change, and enhance customer experience.
2.7. Track, measure, and report the impact of all communication and marketing initiatives, using analytics and performance data to optimise future campaigns, support decision‑making, and evidence value for money.
2.8. Prepare and present proposals, campaign concepts, insights, and final deliverables to senior leaders, operational managers, and external partners, ensuring clear communication of strategies, outcomes, budgets, and resource implications.
2.9. Ensure that all communication and marketing activity supports efficient and timely service delivery, in line with Service Level Agreements and quality standards agreed with Torbay Council.
2.10. Ensure budgets, resources, and procurement processes are managed effectively, identifying efficiencies, capturing cost savings, and ensuring all marketing activity complies with statutory requirements and procurement regulations.
2.11. Support organisational projects, initiatives, and improvement programmes, promoting the work of SWISCo and raising the profile of parks, open spaces, waste and recycling services, and wider community‑facing operations.
2.12. Promote SWISCo’s reputation for efficient, high‑quality service delivery, positioning the organisation positively within the community, with partners, and across Torbay Council.
2.13. Ensure all communication and marketing activity is legally compliant, including adherence to data protection, accessibility standards, advertising regulations, and brand governance.
2.14. Actively contribute to a ‘One Team, One Goal’ culture, promoting collaboration, shared purpose, and a positive organisational identity internally and externally.




	3. List Key Duties and accountabilities of the post  
3.1. Act as the day‑to‑day decision-maker for all marketing, communication, public engagement, and brand‑related issues, providing strategic direction and ensuring smooth and effective delivery of campaigns, content, and service outputs.
3.2. Lead all employment-related matters within the Marketing and Communications team, including managing investigations, conduct, disciplinary and capability processes, workforce planning, and supporting a positive, creative, and high‑performing team culture.
3.3. Lead the development and implementation of communication and marketing service improvements, creating proposals and efficiencies that enhance performance, strengthen customer engagement, and support organisational priorities.
3.4. Drive and embed a culture of innovation and continuous improvement, supporting change initiatives and promoting new ways of working across communication and marketing functions.
3.5. Review, develop, and implement communication, branding, and customer engagement strategies and policies to ensure best practice, legal compliance (including accessibility), and alignment with organisational objectives.
3.6. Work with the Managing Director, Chief Operating officers and Head of Service to deliver transformational communications projects, digital improvements, and innovative marketing solutions that enhance SWISCo’s visibility, customer understanding, and reputation.
3.7. Collaborate with the Managing Director, Chief Operating officers and Head of Service to draft, develop, and deliver marketing and communication policies that respond to legislative, technological, and organisational changes, ensuring they are effectively implemented and reviewed.
3.8. Lead effective complaint, enquiry, and media-response management for areas relating to service communications, ensuring timely, accurate, and professional responses in accordance with policy, customer standards, and reputational considerations.
3.9. Establish appropriate levels of delegation within the team and allocate resources efficiently, ensuring priorities are met and workloads are managed effectively.
3.10. Provide communication and media-support capabilities for major emergencies, crises, or business recovery situations, ensuring timely and accurate public information and internal communication.
3.11. Build, facilitate, and maintain strong working relationships with internal teams, external partners, media outlets, community groups, and stakeholders to support effective communication and collaborative working.
3.12. Actively engage with other Service Managers and Team Managers across SWISCo to ensure marketing and communication activity is well integrated, supports operational delivery, and provides a seamless customer experience.
3.13. Monitor and report on key performance indicators for marketing, communication, digital engagement, and customer insight, ensuring alignment with the Business Plan and developing strategies to address any performance issues.




	4. Budgetary / Financial Responsibilities of the post
4.1. Responsibility for ensuring that communication and engagement activities are carried out within agreed budgets.



	5. Supervision / Line Management Responsibilities of the post 
5.1. Directing the work of up to 3 staff members in terms of marketing and communications 



	6. Working Environment & Conditions of the post
6.1. This is an agile role. You will be expected to work from the Aspen Way Office at least two days per week, with flexibility to work from other sites within Torbay or undertake additional tasks when required.
6.2. Occasional requirements to carry out site visits.



	7. Physical Demands of the post
7.1. The majority of demands will relate to the use of workstations. 



	8. Specific Resources used by the post 
8.1. IT equipment and use of mobile technology such as phone and/or tablet.



	9. Key Contacts and Relationships
9.1. External
Torbay Council departments
Nearby District Councils
Suppliers
Contractors
Community engagement/partners/volunteers 
9.2. Internal 
Operational teams/Service Managers
Finance team
Senior Management Team
Human Resources
Directors and Board of SWISCo



	10. Other Duties
10.1. To undertake additional duties as required, commensurate with the level of the job.




	Other Information
a) All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.
b) SWISCo operates a Smoke-Free Policy, and the post-holder is prohibited from smoking in any of the SWISCo, or associate company buildings (including Council owned and Council leased buildings, but excluding designated areas in residential schemes), enclosed spaces within the curtilage of buildings, and SWISCo or associated company vehicles. 
c) SWISCo does not permit smoking breaks within work time, however, in services where the flexi-scheme is in operation, employees may take reasonable break times outside of core hours, in accordance with flexi-time arrangements.  Employees should follow the flexi-scheme procedure for agreeing time away from their duties in the normal manner with their immediate colleagues and line manager, with break start and finish times being recorded, as with any other break-time arrangement.  
d) The post-holder is expected to familiarise themselves with and adhere to all relevant SWISCo Policies and Procedures.
e) The post-holder must comply with SWISCo Health and Safety requirements as outlined in the H&S policy appropriate to the role.
f) The post holder will be based at Aspen Way but may be required to move their base to any other location within the company at a future date. 
g) The post-holder must be committed to the SWISCo Core Values for employees as defined in the employee handbook - Evidence will be sought during the probation and appraisal processes.
h) If you are required to use your own vehicle on SWISCo business or drive a SWISCo vehicle you will be asked to provide information which will be audited on a quarterly basis and undertake any required assessments.
i) You will be asked to complete a Criminal Records Self Declaration Form. Criminal convictions will only be taken into account when they are relevant to the post. You will only be asked to disclose ‘unspent’ convictions.
j) SWISCo is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo the checks appropriate to the post applied for.  
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Person Specification

	Note for Candidate

All Candidates

The supporting statement on your application form will be used to assess ability to meet the essential requirements of the role, so you should explain how you meet each of the numbered essential requirements within your supporting statement. 
 
In a competitive situation, the desirable criteria may be taken into consideration, so you are encouraged to show how you also meet each of the desirable criteria.

Candidates who consider that they have a disability


Reasonable adjustments will be made to the job, job requirements or recruitment process for candidates with a disability.

If you consider yourself to have a disability you should indicate this on your application form, providing any information you would like us to take into account with regard to your disability in order to offer a fair selection interview.

Wherever possible and reasonable we will make adjustments and offer alternatives to help you through the application and selection process. 

If you have indicated that you have a disability on your application form you will be guaranteed an interview if you clearly demonstrate in your supporting evidence how you broadly meet the essential requirements of the role.  
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Person Specification


	Job Title:
	Marketing and Communications Manager
	Strategic Team
	SWISCo
	Service:
	SWISCo
	Business Unit:
	SWISCo Ltd



	Essential Skills and Effectiveness:

	Desirable Skills and Effectiveness:

	Strong interpersonal skills and the ability to establish credibility and exert influence with key stakeholders at both a strategic and operational level.
Ability to quickly build working relationships (in a complex and fast-moving environment) across organisational, professional, and operational boundaries.
Effective IT skills and the use of Microsoft and 365, to include the use of bespoke software and hardware platforms. 
Ability to effectively price work and provide quotations
Able to demonstrate effective collaborative working with others including those from other departments and partner agencies.  To include being a team player. 
Possession of effective analytical skills in order to problem solve and then implement relevant solutions successfully.  To use such analytical skills in order to challenge existing practices and seek value for money alternatives to deliver long and sustainable economic benefits. 
Problem solving and an ability to see the wider picture and apply an imaginative and creative approach to work.
Effective organisational skills as well as being able to apply effective attention to detail. 
Effective skills in order to prioritise and manage own time, workload to meet targets, multiple priorities and competing demand within a changing environment in agreed time scales and budgets. 
Able to work on own initiative proactively and with the minimum of direction with a positive and can do sense of confidence.  
Excellent influencing and persuading skills, at both strategic and operational level, along with members of the public. 
Provision of effective leadership to include the use of excellent and commercially based decision-making skills. 
Proven ability to engage persuasively with staff at all levels to influence a successful outcome. 
Effective communication skills in order present information to others concisely and consistently. 
Possession of impeccable customer relationship and service skills in order to demonstrate a customer focused approach. 
Able to formulate and present data to support evidence led decision making. 
The ability to provide leadership, direction and constructive support to colleagues on challenges and workloads (without taking online management).
The ability to plan, co-ordinate and facilitate the work of others.
Working confidently and calmly in challenging situations, making decisions and recommendations, sometimes at short notice and taking responsibility for them.

	The proven ability to project-manage and deliver change.
A track record of budget savings.





	Essential Knowledge:
	Desirable Knowledge:


	An in-depth knowledge and understanding of marketing and marketing communications.
A thorough understanding of the media industry, news production and media regulation in the UK.
An in depth understanding of and proficiency in using social media platforms, their guidelines, and policies and how each can be deployed in different scenarios.
Practical knowledge and understanding of legislative and statutory obligations which affects the Company.
Effective knowledge, understanding of data protection and confidentiality.
Effective knowledge and understanding of report writing and how to present such reports and data.
Political awareness.
Knowledge of the Code of Recommended Practice on Local Authority Publicity
	An understanding of local government and how it operates.
An understanding of copyright infringement and consumer privacy on digital platforms.
Awareness of quality control methodologies and data protection.







	Essential Experience/Achievements:

	Desirable Experience/Achievements:

	Giving professional advice on communication and engagement issues.
Experience of working in a time critical environment.
Preparing, developing, implementing and benchmarking marketing communication strategies.
Experience of problem solving to successful outcomes.
Able to demonstrate in-still trust to staff members at all levels, clients/customers and the general public.
Proven experience in the successful development and delivery of projects.
Working in partnership across a range of seniority levels and with a wide range of agencies, organisations and third sector groups.
Positive track record of motivating, persuading and influencing colleagues and other stakeholders.
Experience of demonstrating and promoting equal opportunities.
Previous experience of using various communications platforms such as Orlo, Mailchimp, Sprout, WordPress etc.
	A proven track record of implementing innovative and wide-ranging solutions.




	Essential Qualifications/Professional Memberships:

	Desirable Qualifications/Professional Memberships:


	Educated to degree level standard or equivalent standard or has equivalent organisational knowledge and experience. 

	Evidence of continued professional development.
Prince 2 qualification or equivalent.
Relevant professional qualification.
Full Drivers Licence





	Essential – Other requirements of the job role  

· Ability to carry out the physical requirements of the role (i.e. manual handling, outdoor working) where applicable.
· Ability to travel efficiently around the Bay in order to carry out duties.
· Ability to accommodate unsociable hours if required.
· Ability to accommodate agile homeworking if relevant.
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