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Marketing Coordinator



	Job title
	Marketing Coordinator
	Location
	Office based / Hybrid 

	Department

	
Advice Services 
	Length of contract

	Permanent

	Outreach Work Required
	Yes – on-site events
	Safeguarding level
	TBC

	Reporting to
	Deputy Director, Advice Services 
	Direct reports
	None

	Working Hours
	35 hours / wk
	Working Pattern
	Mon-Fri 9am-5pm Full Time



About Toynbee Hall

Based in the East End of London since 1884, Toynbee Hall is a charity working alongside people facing poverty, injustice, and inequality to build a fairer East London. We provide vital advice and support, working in partnership to tackle unfairness and ensure everyone has an equal chance to thrive. 

We have recently launched a new strategic plan which reinforces that our purpose is to build a fairer future with an end to poverty, injustice and inequality. 
We work towards this by: 
· Addressing poverty and injustice through advice and support and influencing systemic change. 
· Shifting power to people and communities affected by injustice and inequality.
· Collaborating to end poverty and build fairer systems and institutions. What we want to see in the world starts with our community and our organisation. 

This means: 
· Working together to build a thriving local community where people have the resources they need, feel their voices are heard and are optimistic about the future. 
· Being a good employer, where people are treated fairly, feel engaged and empowered, and work together to achieve our shared vision. 
· Acknowledging the role Toynbee Hall has historically played in civic society while recognising that our role now is to shift power, to be an effective partner, and to amplify voices that are less likely to be heard. 

What we learn from our work in east London we use to inform and influence wider policy – working to influence change in structures, systems and policies.
Department background
The Advice Services directorate at Toynbee Hall is central to our commitment to address and alleviate poverty in London and beyond. Specialising in debt, welfare benefits, legal support, and generalist advice, our directorate has proven instrumental in significantly enhancing the financial wellbeing of those we serve. Last year alone, our efforts helped individuals and families to be over £23 million better off, showcasing the direct impact of our work.

Our operational model combines direct service provision with a collaborative approach. We directly employ a number of advisors who deliver expert, impartial advice. Simultaneously, we lead a coalition of 15 partner charities—including local Citizens Advice Bureaus and law centres—where additional advisors are employed. This structure allows us to amplify our reach and effectiveness, ensuring that a comprehensive network of support is available to those in need.

By integrating direct support with strategic partnerships, the Advice Services directorate not only tackles immediate financial and legal challenges but also contributes to the broader goal of systemic change, enhancing economic security and community resilience across one of the most challenged demographics in the nation.

How we work 
Our values are Inclusive, Courageous and Empowering and we expect everyone who works with us to work in a way that aligns with these values and to do their utmost to deliver our strategic objectives according to their role. 
Job purpose
To coordinate and support the delivery of marketing, events, and outreach activity across Toynbee Hall’s Advice Services, with a particular focus on the Debt Free Advice partnership. The postholder will work closely with our external design company, local partners across London, and internal teams to raise awareness of our advice offer, strengthen client attraction, and ensure consistent, high quality brand presence across all sites and events.
Scope of role
The Marketing Coordinator supports the full marketing, engagement, and outreach function for Advice Services, including campaign delivery, creative asset coordination, event and pop up planning, partnership engagement, and on site marketing support. The role works across multiple London locations and service areas such as debt advice, welfare benefits, financial health, and community outreach. The postholder ensures that materials, events, and campaigns are delivered on time, on brand, and aligned with client attraction goals, with a substantial portion of activity focused on supporting the Debt Free Advice partnership.

Key working relationships
· Internal: Director and Deputy Director of Advice Services, Senior Managers, Advice Services leadership team, frontline advisers, Communications and Marketing colleagues, Project Leads, Data and Insights teams, and wider Toynbee Hall staff.
· External: External design company, local authorities, community partners, venue partners, event suppliers, and organisations within the Debt Free Advice partnership.

Key Responsibilities 
Campaign and Creative Coordination
· Coordinate marketing campaigns that support all Advice Services, including Debt Free Advice, Welfare Benefits, Financial Health, and community-based advice projects.
· Work with the external design company to produce creative briefs, manage timelines, and review materials.
· Support development of content for posters, leaflets, digital channels, newsletters, and outreach resources.
· Maintain a clear and organised library of brand assets and site-specific materials for all Advice Services.

Events, Pop Ups, and Conferences
· Plan and deliver events, pop ups, outreach days, and conferences to increase visibility and attract clients across Advice Services.
· Coordinate logistics including venue arrangements, materials, staffing, equipment, and client engagement.
· Represent Toynbee Hall and Debt Free Advice at events when required.
· Gather data, attendance information, and feedback to support reporting and ongoing improvement.

Partner and Site Engagement
· Build and maintain productive working relationships with partners across our London advice sites and community locations.
· Work with Debt Free Advice partners and local authorities to promote joint initiatives and campaigns.
· Ensure each site has appropriate marketing materials, signage, and outreach tools to support client attraction.
· Support staff across services to deliver consistent messaging and service visibility across all advice projects.
Monitoring and Continuous Improvement
· Track activity, engagement, and outcomes from campaigns and events to support reporting and decision making.
· Monitor print and promotional stock and coordinate updates and reprints with the design company.
· Identify opportunities to strengthen outreach, client attraction, and brand consistency across Advice Services.

General Responsibilities
· Ensure all marketing and outreach follow brand guidelines, safeguarding standards, and accessibility requirements.
· Contribute to cross organisation planning, Advice Services projects, and partnership meetings.
· Carry out any other reasonable duties in line with the role.

Person Specification
The successful candidate will demonstrate:

Essential
· Experience in marketing, events coordination, communications, or outreach activities.
· Strong organisational and project management skills.
· Confident communicator with experience working alongside partners, suppliers, or community groups.
· Ability to work across multiple London sites with minimal supervision.
· Strong attention to detail and commitment to brand consistency.
· Ability to manage competing deadlines in a busy service environment.
· Collaborative, solutions focused approach.
· Fluency with ios 
Desirable
· Experience working with design or creative agencies.
· Knowledge of community outreach in a London context.
· Experience in charity, public sector, or social impact services.
· Ability to use engagement data to support decision making.
· Experience in event logistics, public engagement, or promotional activity.
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