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Join Us! 
 

 
 
 

 

This is a varied role where no two days are the same.  The post holder will be required to regularly 

be out and about across Derby, Derbyshire and Staffordshire, building relationships and promoting 

YMCA Derbyshire’s products and services, so a driving licence and use of own car is essential.  

 

YMCA Derbyshire quite simply changes lives and in order to do so we need to generate income 

through fundraising, contracts, grants and sales. The post holder will join an established Income 

Generation team that are committed to growing our organisation’s income and increasing our reach 

within the communities we serve.  

 

Specific objectives of post include: the recruitment of learners to Key College; promotion and sales 

of Key College’s alternative schools provision, adult training courses, Y-Kidz (PPA Provision and 

wraparound care within primary schools) and hospitality (community cafes and room hires).  

 

YMCA Derbyshire are committed to growing our products, services and provision and the post 

holder will be required to be creative and innovative and bring new income generation ideas to 

the team.  

 

Reporting to…   

 

 Head of Income Generation  

 

Responsible for…   

 

   Volunteers 

 

About us  

 

YMCA is the oldest and largest youth charity in the world.  At YMCA Derbyshire we provide 

accommodation to individuals who are or are at risk of homelessness, a range of accredited training 

and education courses to young people aged 16-19 and we offer a variety of family services for 

children aged 4-11. Our values of Protect, Trust, Hope and Persevere underpin all of our services 

and our mission is to develop individuals to enable them to belong, contribute and thrive.  

 

Working within the Income Generation team the post holder will be responsible for assisting with 

increasing sales across all YMCA Derbyshire services and growing YMCA Derbyshire’s business and 

community links through networking and relationship marketing. The post holder will at times be 

required to support with the promotion of our brand both internally and externally and assist with 

the co-ordination of corporate events and marketing materials.  

 

 

We’re looking for a… Sales and Marketing Co-ordinator 
 to join our Income Generation team 

 we’re offering a salary of £21,500 plus generous holidays and other employee benefits 

 and a flexible 35-hour working week 
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What you’d be responsible for…   

 

The post holder will be required to play an instrumental role in growing YMCA Derbyshire’s income. 

Creative thinking and a can do attitude is imperative. 

 

Relationship-building and promotional activities are key elements of this role. The post holder will be 

responsible for assisting in maintaining existing relationships with individuals, businesses, schools 

and community groups and donors as well as building new relationships.  

 

Responsibilities include: 

 Assisting with enhancing the effectiveness of existing business strategies that will provide 

sustainable sources of profitable income to support YMCA Derbyshire’s charitable activities; 

 Working closely with existing external stakeholders as well as developing relationships with new 

stakeholders to build YMCA Derbyshire’s reputation as a key supplier of services; 

 Assisting with producing effective marketing material to enhance sales, promotions and 

advertising campaigns that lead to the achievement of business objectives; 

 Utilising the CRM system to record and measure sales, marketing, fundraising and promotional 

activity; 

 Co-ordinating the production of effective marketing material for sales purposes and ensuring 

everything is regularly updated; 

 Regularly researching potential funding opportunities for YMCA Derbyshire services, or new 

business opportunities.  

 

You’ll be working closely with…   

 

It is essential to maintain and establish appropriate working links with all professional colleagues in 

the field whose role may affect your work. This will include: 

 

External Stakeholders 

 YMCA England communications, fundraising, policy, media and public affairs department 

 A diverse range of external stakeholders  

 Effective relationships with suppliers and contacts including press, designers and printers  

 

Internally  

 Head of Income Generation  

 Fundraising & Communications Manager  

 Managers from Key College, Accommodation and Y-Kidz  
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Core Competencies  
Sales and Marketing Co-ordinator 

 

YMCA Derbyshire has a Competency Framework which identifies the core behaviours the 

organisation wishes to develop and engender as part of the culture. The Competencies relevant to 

this role and the level of competence required are highlighted below. Essential competency 

requirements for this role are highlighted in the person specification and all applicants will be 

expected to evidence how they meet these through their application and supporting statement. 

 

Customer Focus  is about consulting with, listening to and understanding the needs of those our 

work impacts and using this knowledge to shape what we do and manage others’ expectations  
 

Level 2 indicators of effective performance 

 Seeks to understand customer requirements, gathering extra information when needs are not 

clear. 

 Understands the differing needs of customers and makes adaptations accordingly  

 Checks customer is satisfied with service through feedback 

 Produces and implements ideas for improving service to customers 
 

Team-working is about using interpersonal skills to work co-operatively and enthusiastically with 

others in own team and with a diverse range of people (internal/external) to share knowledge and 

skills to deliver shared goals. 

 

Level 2 indicators of effective performance 

 Develops positive relationship with others 

 Understands what others need to know and keeps them informed 

 Fosters an environment where others feel respected 

 Identifies opportunities for joint working to minimise duplication 

 Encourages and supports other colleagues 
 

Communicating and influencing is about presenting information and ideas clearly and effectively 

to a diverse range of people ensuring the message is understood and negotiating and persuading t o 

achieve the best possible outcome. 

 

Level 2 indicators of effective performance 

 Communicates openly and inclusively with internal and external customers 

 Clearly articulates messages taking into consideration the target audience, adapting style and 

communication method accordingly 

 Presents a credible and positive image both internally and externally 

 Aware of impact of own behaviour and communication style on others 
 

Planning & organising is about thinking ahead, managing priorities and risk, and developing 

structured and efficient approaches to deliver work on time and to a high standard 

 

Level 2 indicators of effective performance 

 Prioritises work in line with key departmental objectives  

 Makes contingency plans to account for changing work priorities and deadlines 
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 Identifies and consults with relevant team members and stakeholders in planning work  

 Pays close attention to detail, ensuring team’s work is delivered to a high standard  

 Negotiates realistic timescales for work delivery, ensuring team objectives can be met 
 

Managing & developing performance is about setting high standards for oneself and others, 

guiding, motivating and developing them to achieve high performance and meet the organisations’ 

objectives and statutory obligations  

 

Level 1 indicators of effective performance 

 Keeps up to date with new processes and information in own role 

 Takes a methodical and consistent approach to completing work in line with personal objectives  

 Seeks clarity on objectives, ensuring a good understanding of expectat ions & measures of 

success 

 Demonstrates high standards of delivery in own area of work  
 

Decision making is about forming sound, evidence based judgements, making choices, assessing 

risks to delivery and taking accountability for results 

 

Level 2 indicators of effective performance 

 Makes decisions and stands by them  

 Takes decisions as necessary on the basis of the information available  

 Makes decisions without unnecessarily referring to others  

 Involves and consults internal and external stakeholders early in decisions that impact them  

 Identifies potential barriers to decision making and initiates action to move a situation forward  
 

Responding to pressure and change is about being flexible and adapting positively, to sustain 

performance when the situation changes, workload increases and priorities shift. 

 

Level 1 indicators of effective performance 

 Responds flexibly to changing circumstances 

 Stays calm in pressurised and demanding situations 

 Recognises when unable to cope and asks others to help 

 Demonstrates openness to changing work priorities and deadlines 

 Learns from mistakes 

 Maintains personal well-being and achieves a balance between work and home life 
 

Strategic thinking is about using an understanding of the bigger picture to uncover potential 

challenges and opportunities for the long term and turning these into a compelling vision for action 

 

Level 1 indicators of effective performance 

 Understands the structure and statutory responsibilities of the organisation 

 Understands how own and team’s work contributes to the delivery of the organisation’s 

objectives 

 Shows consideration for wider organisational implications of personal work 

 Understands what specific actions need to be taken to contribute to organisational objectives  

 Uses understanding of different parts of the organisation to accomplish goals and objectives 
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Person Specification  
Sales and Marketing Co-ordinator 

 

Technical Requirements (includes experience and qualifications) Essential/ 
Desirable 

Measure 

Degree or higher level qualification in marketing D 1/4 

Experience in a sales, fundraising, marketing, events or communications role  E 1/3 

Ability to build successful relationships within business and community 
networks 

E 1/3 

Proficient in information management and IT skills to include the use of 
Microsoft Office, Word, Excel, Outlook, Power-point and Databases 

E 1/4 

Experience of working in voluntary, or community sector D 1/3 

Design skills  D 1/3 

Hold full UK Driving Licence and access to own vehicle  E 1/4 

Customer Focus    

Experience of liaising with external agencies and organisations D 1/3 

Team working    

Ability to work as part of a team, but also on own initiative and at times 
unsupervised. 

E 1/3 

Ability to work within a cross-functional team E 1/3 

Communicating & Influencing    

Excellent interpersonal skills and written and oral communication skills with 
the ability to develop compelling and influential written and presentational 
work in support of sales activities 

E 1/2 

Ability to communicate with a diverse range of people demonstrated through 
compelling presentations both internally and externally at all levels. 

E 1/2 

Confident, friendly and articulate manner E 1/3 

Ability to liaise, influence and work in partnership with multiple agencies  E 1/3 

Planning & Organising    

Excellent time management and planning skills, evidence of accommodating 
demanding deadlines  

E 1/3 

Self-starter with ability to work on own initiative  E 1/3 

Managing & Developing Performance    

Excellent attention to detail and proof reading skills  E 1/3 

Experience of following strategic plans to meet targets  E 1/3 

Decision Making    

Research and analytical skills with clear understanding of service 
development & target markets.  

E 1/3 

Responding to Pressure & Change    

Flexible regarding working hours and timing of annual leave to ensure that 
organisation priorities are met. 

E 1/3 

Able to work under pressure and meet deadlines  E 1/3 

Strategic Thinking    

Understands the structure and statutory responsibilities of the organisation E 1/3 

 
Essential   E    Measure: 1. Application Form 
Desirable  D      2. Test after shortlisting 
       3. At interview 
       4. Documentary evidence 
       5. Other  
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Terms and Conditions 
Sales and Marketing Co-ordinator 

 

1. Salary 

£21,500  

 

2.      Hours of work 

The hours of work are 35 per week including, occasional evenings and weekends to meet 

organisational needs.  

 

3.       Leave entitlement 

25 days plus 8 Bank Holidays.  

 

4.       Sick pay provision 

2 weeks (pro-rata) in a rolling 12 month period, following a 3 month qualifying period. 

 

5. Pension entitlement 

Auto enrolment to Peoples Pension. 

  

6. Period of termination notice  

One week during 6-month probation period thereafter one month. 

 

7. Conditions of appointment 

The appointment is subject to YMCA Derbyshire receiving two satisfactory references, an enhanced 

DBS (criminal background check) and a six-month probationary period. 

 

8. Other ‘good to knows’  

 

 The hours of work are 35 per week including, occasional evenings, weekends and Bank Holidays 

to meet the needs of the organisation. Requests to job share or for flexible working will be 

considered. 

 Due to the nature of the work the post holder will be expected to demonstrate significant levels 

of flexibility.  

 An enhanced DBS (criminal background check) is required for this post. 

 Employees of YMCA Derbyshire are required to work within the remit of all organisational policies 

and procedures and any relevant legislation.  

 There is free on-site parking; and we have our own community cafés.  

 There are also opportunities for staff to join our i-volunteer programme and get involved in our 

fundraising and community activities.  

 

 


