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JOB DESCRIPTION 
& PERSON SPECIFICATION 

 
 
ROLE DETAILS 
 
POST TITLE:  Associate Director of Creative 
 
RESPONSIBLE TO:   Director of Marketing & Communications  
 
HOURS:  37.5 hours per week  
 
TERM OF POST:  Permanent  
 
SALARY:    Competitive 
 
ABOUT CAUDWELL CHILDREN 
 
Established in 2000, Caudwell Children is a national charity which works to 
transform the lives of disabled children and their families, enabling them to 
challenge the barriers they face throughout childhood by providing practical 
and emotional support.   
 
The Charity is going through an exciting period of growth having recently 
opened a new state-of-the-art facility for multi-disciplinary therapy 
programmes for childhood disability and research of neurodevelopmental 
conditions, including autism, within the grounds of Keele University. 
 
It provides a state-of-the-art base for the Charity’s therapies and an 
environment where ground-breaking research can be undertaken, potentially 
changing the way some disabilities are treated, affecting millions of people 
around the world.  This is a fantastic and exciting opportunity to join a 
dynamic and fast moving Charity at a time when it will attract national and 
international attention.   
 
The services of Caudwell Children enrich the lives of our children and families 
through the delivery of high quality person centred care and support services 
that promote independence and achieve valued outcomes.  We seek to 
create a safe, homely and supportive environment that enhances the lives of 
children with autism and associated conditions. 
 
PURPOSE OF THE POST 
 
We are seeking an experienced creative director or art director with strategic 
design skills and a strong track record in delivering creative concepts and 
consistent visual identity across offline, event, online and social and digital 
media. 
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The Charity’s Marketing and Communications Team is entering an important 
and exciting phase with plans to drive up the level of national brand 
awareness and grow our social, online and digital communications footprint.  
 
Responsible for the strategic development, management and delivery of the 
Charity’s design activities, the successful candidate will develop successful 
relationships and partnerships with a diverse range of external and internal 
stakeholders (including employees, volunteers, corporates, supporters and 
beneficiaries). 
 
An experienced creative or art director, the post holder should have a proven 
track record of leading a design team in a busy ad agency or in-house design 
department. This is a great opportunity to work in-house for a dynamic and 
fast moving charity in a prominent position with line management 
responsibilities.  
 
Caudwell Children thrives on the hands-on, proactive and passionate attitude 
of its team; candidates should be able to lead by example as well as mentor 
and develop talent.  
 
A knowledge of emerging design trends and platforms across traditional and 
new media is welcome. This post would suit someone looking to make the 
move from a design agency environment or corporate design team who is 
looking for a leadership challenge.     
  
DUTIES AND RESPONSIBILITIES 
 
Main Duties: 
 

 Oversee the Charity’s visual identity and brand across all media (online, 
digital, social media and printed materials).  

 Co-ordinate the creative elements of the Charity’s multi-channel 
campaigns aimed at a variety of audiences (B2B and B2C). 

 Manage the production process of the design and print team across all 
media. 

 Plan and deliver creative concepts and designs for our high-profile 
fundraising events. 

 Ability to work accurately under pressure and to tight deadlines. 
 Ensure that the design process is aligned to the Charity’s campaign and 

communications planner tool. 
 Provide guidance on the creation of consistent and engaging design 

assets for social media, email, animations, video and digital channels. 
 Lead the creation of an engaging website skin design to communicate 

the Charity’s values and improve navigation and conversion. 
 Manage and enforce the Charity’s approved design and print approval 

process and monitor the design job log. 
 Manage the version control process and ISO procedures of the Charity’s 

printed collateral. 
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 Promote the Charity’s in-house design and print services to external 
clients to generate and grow this income stream for the Charity. 

 Directly line manage two Graphic Designers within the Marketing and 
Communications Team. 

 Deal with any HR related issued regarding your team with support and 
direction from the HR Manager.   

 Provide leadership to all members of the multi-disciplinary Marketing 
and Communications Team in relation to design and branding. 

 Deputise for the Director of Marketing & Communications during 
periods of absence, as appropriate.    

 Protect the Charity’s brand and reputation and ensure design 
consistency of message across all media channels. 

 Ensure that the designs of online and printed materials adhere to 
relevant advertising regulations and relevant media-related legislation 

 Some out of hours UK travel and work is also required at fixed times of 
year in the support of our high profile fundraising events. 

 
Customer Care/Quality Assurance: 
 

 Communicate with children, families and all stakeholders in a way that 
respects their views, autonomy and culture.  

 Uphold the principles and practice of customer care and continuous 
improvement. 

 At all times to afford service users, colleagues and stakeholders the 
dignity and respect to which they are entitled with full regard to the 
organisations Equality and Diversity Policy. 

 Ensure that customers/stakeholders are enabled to comment and 
complain about any of the services they receive, ensuring all comments 
and complaints are dealt with promptly and in accordance with 
organisational policy and procedures. 

 Confidentiality and data protection regarding all personal information 
and Caudwell Children activities must be maintained at all times (both 
in and out of working hours) in accordance with professional codes of 
conduct and relevant legislation such as the General Data Protection 
Regulations 2018. 

 Contribute and co-operate fully with any regulatory or organisational 
inspections/audits. 

 
Health & Safety: 
 
In addition to the organisations overall responsibility for your health and 
safety, you have a personal responsibility for your own health and safety.  As 
such you are required to:   
 

 Have an awareness of relevant health and safety regulations and 
legislation.  
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 Be responsible for your own health and safety and that of anyone else 

whom your acts and omissions may affect and maintain a professional 
and hygienic personal appearance at all times. 

 Inform your line manager and facilities of any safety issues you identify 
that could affect you or others in the workplace. 

 Co-operate fully with management and colleagues at all times in 
achieving safer working practices.   

 Use equipment when necessary and as instructed (as appropriate to 
your role), which will include checking the equipment is safe to use, 
prior to its use, reporting any defects immediately to your line 
manager/facilities. 

 Be responsible for the implementation and adherence to 
organisational health and safety policies and procedures for areas 
within your remit. 

 Ensure suitable and sufficient risk assessments are completed for all 
areas within your remit.  The controls identified must be evaluated and 
implemented where necessary. 

 Report any concerns of potential abuse of a service user in line with the 
organisations Safeguarding Policy and procedures. 

 
Resource Management: 
 

 Ensure maintenance and security of physical, financial and information 
resources, where applicable.  

 Effectively maximise all resources available in the course of your duties, 
minimising waste and working within budgets. 

 Ensure that all resources and utilities are used prudently and that any 
waste is minimised.  Manage, monitor and maintain budgets agreed by 
management.   

 Ensure stock levels of equipment are maintained and checked 
regularly, as appropriate to your role.   

 Where appropriate, participate in the recruitment, induction and 
retention of team members as appropriate to your role.   

 Where appropriate, take responsibility for the routine line management 
of team members, reporting relevant issues to HR including sickness, 
absence management and performance. 

 
General: 
 

 Be an effective member of the Charity’s Executive Leadership Team, 
demonstrating the Charity’s mission, vision and values at all times.   

 Have a real influence on Charity culture, practices and growth, leading, 
developing and driving the business while ensuring the very best 
quality.   

 Respond proactively and speedily to situations where a troubleshooting 
approach may be required.  
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 Help to plan and implement activities and strategies that contribute to 
the Charity’s business planning processes and the development of 
frameworks for monitoring performance and reviewing progress 
against targets.  

 Attend and contribute to relevant leadership meetings. 
 Maximise efficiencies with the department.   
 Lead and inspire direct reports to ensure all targets and KPI’s are met. 
 If applicable, ensure compliance with professional standards in relation 

to your relevant professional governing body (RCOT, RCSLT, NMC, BPS, 
CIPD, CIMA, ACCA, AAT, CIM, etc.) or equivalent. 

 Adhere to your professional body’s regulations, ensuring registration is 
maintained at all times, where applicable.   

 Demonstrate commitment to ongoing personal and professional 
development, maintaining professional portfolio’s and training profiles. 

 Keep up to date and integrate any relevant new initiatives, regulations 
and legislation as appropriate to your role.    

 Where appropriate, develop and maintain links with other professionals 
in the same specialist field of work. 

 Keep comprehensive and accurate records in relation to your role and 
in accordance with organisational policies and procedures as well as 
local, professional and national guidelines. 

 Attend training as appropriate to the role, applying knowledge gained 
to the workplace.    

 Engage in Support and Supervision sessions, where appropriate, to 
reflect on practice enhancing communication and quality of service. 

 To work effectively and collaboratively as a member of the team, 
building and maintaining good working relationships with all 
colleagues, stakeholders and professionals from external agencies. 

 Collation and analysis of complex information derived from multiple 
sources to create robust service monitoring and achievable action 
plans that deliver results. 

 Creation of comprehensive and robust information monitoring that is 
shared at all levels of the Charity and allows clarity and understanding 
of performance. Understanding what information is important to all 
other functions, including the CEO, and leading on how this is best 
delivered. Understanding how performance might affect delivery in 
other parts of the Charity and working closely to provide it. 

 Ensure compliance with statutory and non-statutory bodies, including 
CQC, ISO 9001 and the Health & Safety Executive. 

 Adhere to all Caudwell Children policies and procedures. 
 On occasion and when necessary work flexible hours to meet the needs 

of the business. 
 Willingness to travel in order to meet the needs of the post.   

 
This Job Description indicates only the main duties and responsibilities of the 
post and is not intended as an exhaustive list.  The post holder may be asked 
to carry out other duties from time to time.  The Charity reserves the right to 
amend this Job Description from time to time, according to business needs.   
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PERSON SPECIFICATION 
 
Essential Criteria: 
 

 Professional/academic qualification in a design-based subject, such as 
graphic design, art or photography. 

 Significant experience of working at a strategic and senior level in a 
design/creative role such as an advertising agency or in-house design 
department. 

 Experience in heading up a graphic design team with line 
management responsibilities for multiple team members. 

 Experience of design software and video production software. 
 Expertise in the creation of new campaign concepts and design styles 

from conception through to production. 
 
Desirable Criteria: 
 

 Experience of managing strategic level brand projects or campaign 
concepts. 

 Experience of working on design campaigns for a client in the health, 
medical or charity sector would be advantageous. 

 
DISCLOSURE & BARRING SERVICE CHECKS 
 
The Charity is committed to safeguarding children and young people and 
therefore adopts a safer recruitment approach through a robust recruitment 
and selection process.  All posts within the Charity are subject to DBS checks, 
in line with the Rehabilitation of Offenders Act (1974).  This role is eligible for a 
Standard DBS check. 
 
 


