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JOB DESCRIPTION 
 
 

Programme Name Partnerships & Strategic Communica�ons 

Sec�on Strategic Communica�ons 

Reports to Senior Manager, Strategic Communica�ons 

 

Job Title Manager / Assistant Manager, Digital Marketing 

Job Category Manager/Supervisor 

Func�on Others 

 

GENERAL SUMMARY 

The Manager / Assistant Manager, Digital Marke�ng is responsible for the development, management and 
op�misa�on of HCSA Community Services’ online fundraising and digital marke�ng strategy across various online 
channels. 

The posi�on plays a crucial role towards HCSA’s financial sustainability, by leveraging digital pla�orms to drive 
dona�ons, and maximising fundraising opportuni�es across various channels. 

 

DUTIES AND RESPONSIBILITIES 

Online fundraising campaigns (digital/social media) 

1. Develop and execute online fundraising strategies to engage donors and generate financial support for 
our community services 

2. Plan, manage and op�mise online fundraising campaigns across mul�ple pla�orms, including but not 
limited to websites, social media, email and crowdfunding 

3. Create compelling fundraising appeals, stories and content to inspire dona�ons and engage supporters 

4. U�lise data-driven insights to op�mise fundraising campaigns, track performance metrics and iden�fy 
future opportuni�es 

5. Leverage on marke�ng automa�on for donor engagement and reten�on 

6. Manage our fundraising campaign budgets to ensure cost-efficiency 

 

Website management 

1. Manage overall content, UI/UX and SEO on HCSA websites, with inputs from the respec�ve content 
owners 

2. Oversee the redevelopment of the main website, with eCommerce, payment gateway and conversion 
tracking func�onali�es 
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Others 

1. Collaborate within the team and across func�ons/programmes, to integrate online fundraising with offline 
fundraising, and align holis�cally with broader organisa�onal ini�a�ves 

2. Stayed informed about emerging trends in philanthropy, online fundraising, digital marke�ng and user 
behaviour, incorpora�ng innova�ve strategies to enhance fundraising effec�veness 

3. Other marke�ng support as needed 

 

QUALIFICATIONS 

Experience and Educa�on 

1. Proven experience with a track record of successfully managing online fundraising, eCommerce or digital 
marke�ng campaigns 

2. Strong understanding of digital marke�ng and fundraising fundamentals and tools — including UI/UX, 
Google Analy�cs, Google Tag Manager, SEO, SEM, programma�c ads 

3. Excellent writen and verbal communica�on skills, with the ability to cra� compelling fundraising appeals 
and donor communica�ons 

4. Analy�cal mindset with the ability to interpret data, track performance metrics, and make data-driven 
decisions 

5. Proficiency in Wordpress CMS, Elementor and CiviCRM is an advantage 

6. Proficiency in fundraising systems and pla�orms, such as crowdfunding pla�orms and donor management 
systems, is an advantage 

7. Proficiency in Adobe Crea�ve Cloud so�ware (Illustrator, Photoshop, InDesign, Premiere Pro, etc.) is an 
advantage 

8. Bachelor’s degree in Nonprofit Management, Marke�ng, Communica�ons or related fields; postgraduate 
qualifica�ons are a plus 

9. Non-degree holders with a strong track record and demonstrated proficiencies will be considered 

 

Other Requirements 

1. Passion to work in the social services sector, and advance the interests of vulnerable groups in the 
community 

2. Strong interpersonal skills and a team player with the ability to build rela�onships with donors, supporters, 
and team members 

3. Highly organised with the ability to manage mul�ple projects and deadlines effec�vely 
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 COMPETENCIES 

Technical Skills Competencies 

 TSC Name TSC Descrip�on TSC Proficiency Descrip�on 

1 Fundraising and 
Sponsorships 

Secure financial means and strategic 
partnerships to support services for client 
popula�on groups 

Level 5 

Establish connec�ons and pitch 
campaigns to poten�al donors and 
sponsors 

2 Digital 
Marke�ng 

Develop, execute and evaluate digital 
marke�ng strategies and campaigns to 
promote online presence and deliver value 
proposi�on through the use of various digital 
marke�ng channels and pla�orms 

Level 5 

Define and integrate digital 
marke�ng strategies and lead 
evalua�on of digital marke�ng 
performance and investments 

3 Content 
Management 
System 
U�lisa�on 

Create, curate and manage the organisa�on's 
web assets and content using appropriate 
systems and pla�orms to engage prospects 
and customers on the organisa�on's value 
proposi�ons 

Level 5 

Formulate suite of policies to 
govern the crea�on and cura�on of 
web content, scan the horizon for 
emerging system capabili�es in the 
area of web content management 
and advise on the applicability of 
such offerings in answering the 
organisa�on's needs in a cost-
appropriate way 

4 Integrated 
Marke�ng 

Develop and execute marke�ng plan on and 
across various channels and pla�orms, as well 
as track customers' responses to and 
effec�veness of marke�ng communica�ons on 
these channels. This also includes the 
integra�on of tradi�onal and digital marke�ng 
channels and techniques where applicable 

Level 4 

Select marke�ng channel mix that 
best sa�sfies target markets, 
recommending steps to integrate 
tradi�onal and digital marke�ng 
where applicable 

5 Marke�ng 
Strategy 

Define an organisa�onal marke�ng strategy, 
consider cri�cal industry trends, customer 
segments and market developments as well as 
the communica�on and implementa�on of 
the strategy 

Level 4 

Iden�fy cri�cal customer segments, 
market gaps and compe�tors to 
support the development of a 
marke�ng strategy and lead 
implementa�on of marke�ng 
efforts 

6 Advocacy and 
Representa�on 

Advocate for rights of client groups and 
services 

Level 4 

Advance the interests of vulnerable 
groups within the community, 
through a range of ac�vi�es 
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7 Team 
Performance 
Management 

Develop, implement and review team 
performance systems to meet strategic plans 
and objec�ves by establishing Key 
Performance Indicators (KPIs), tracking 
progress and addressing gaps 

Level 4 

Implement and monitor strategies 
for department performance 
management and review outcomes 
for gap analysis 

8 Con�nuous 
Improvement 
Management 

Apply con�nuous improvement processes to 
op�mise opera�ng cost, task efficiency and 
effec�veness in services and processes 

Level 4 

Facilitate the organisa�on’s systems 
and processes related to con�nuous 
improvement 

 

Cri�cal Core Skills 

 CCS Name CCS Descrip�on CCS Proficiency Descrip�on 

1 Digital Fluency Leverage digital technology tools, systems, and 
so�ware across work processes and ac�vi�es 
to solve problems, drive efficiency and 
facilitate informa�on sharing 

Intermediate 

Iden�fy opportuni�es and evaluate 
risks of integra�ng digital 
technology tools, systems and 
so�ware across work processes and 
ac�vi�es 

2 Sense Making Leverage sources of qualita�ve and 
quan�ta�ve informa�on and data to recognise 
paterns, spot opportuni�es, infer insights and 
inform decisions 

Intermediate 

Analyse informa�on and data and 
uncover paterns, opportuni�es and 
impacts 

3 Communica�on Convey and exchange thoughts, ideas and 
informa�on effec�vely through various 
mediums and approaches 

Intermediate 

Tailor communica�on approaches 
to audience needs and determine 
suitable methods to convey and 
exchange informa�on 
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DISCLAIMER 

Note:  

The statements herein are intended to describe the general nature and level of work being performed by 
employees, and are not to be construed as an exhaus�ve list of responsibili�es, du�es, and skills required of 
personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change 
at the discre�on of the employer.  

By signing this job descrip�on, I am sta�ng that I am qualified and physically capable to accomplish the job I have 
been hired to perform. 

 

 

   

Employee’s Signature  Witness’ Signature 

   

   

Date  Date 

 


