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Job Title:  Communications Co-ordinator


	Role Purpose (position scope)

	
This role forms part of Draken’s Communications Team, supporting across a range of tasks including delivery of internal and external communications materials, using social media to spread Draken’s growth message, assisting the co-ordination of online and in-person events, preparing presentations and regular communications reports, and providing day-to-day administrative assistance. The Communications Co-ordinator role will enable the company to deliver our message effectively across our international operations, helping to build a robust communications infrastructure, including elements such as our website, brand assets, image library and templated materials.
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	Key Responsibilities

	
1) Content & Channel Operations
· Support the Communications Team in writing and producing a range of internal and external communication materials such as internal update emails, presentations, graphics and video.
· Support the content publishing schedule in Planner/Teams and the social scheduler (e.g., native/scheduling tool), ensuring timing, tags, links etc are correct.
· Source and clear images / video footage, select thumbnails, and complete alt text, captions, and basic metadata for use online, internally, and in marketing materials.
· Execute simple CMS updates, update images etc on corporate website.
· Produce basic graphical edits (cropping, simple video trims, subtitles, cut‑downs) using PowerPoint/Adobe CS/Canva tools.
· Maintain the Filecamp content library (photos, logos, footage, templates) tidy, tagged, and compliant.

2) Reporting & Monitoring
· Run Meltwater saved searches, export monthly metrics (SOV, mentions, sentiment), and assist compilation of a regular monthly communications report.
· Track social and web KPIs (engagement, reach, CTRs) and maintain a rolling scorecard for use in monthly communications report.
· Watchlist competitors and partners for notable coverage; flag items to seniors with context and links.

3) Workflow + Approvals
· Direct Internal Communications requests, responding where appropriate or escalating as required.
· Prepare RTOs, vendor briefs (design, print, freelancers, marketing materials), and receipt/asset check‑in; keep status visible.

4) Events (pre/during/post)
· Build asset checklists, pack marketing kits, coordinate with design/print, and compile stand messaging materials.
· Support during events: promote Draken and lead for Communications at smaller events, capture basic photos/short video clips, publish ‘as live’ event updates drafted in advance.

6) Internal Communications Admin
· Format and dispatch all‑hands communications, support Five on Friday content drafting and support Discuss@Draken from supplied content.
· Keep an FAQ folder current; routing quick requests with suggested responses.
· Build content for branding hub and support internal queries on branding, templates, graphics supply.




	
Key Deliverables

	
· Smooth, Accurate Content & Channel Operations
· Reporting & Insight Delivery
· Workflow, Approvals & Vendor Coordination
· Event Support
· Internal Communications support




	Core Skills

	
· Organisation & Operational Discipline
· Clear, Concise Writing Skills
· Content Production & Digital Publishing Skills
· Data Handling & Reporting on Metrics
· Stakeholder Coordination & Communication
· Events Support Skills
· Brand Stewardship Awareness
· Tools: MS365, Teams, Adobe CS, Powerpoint, Canva (desirable, not essential)




	Key Measures

	
· On‑time delivery of content, updates, and communications
· Accuracy & quality 
· Turnaround times for edits, requests, briefs, and event tasks 
· Completeness of reporting (Meltwater + social/web KPIs) 
· Event support outputs (timely pre/during/post event support)
· Internal comms admin reliability (all‑hands, FAQs, branding queries)
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