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Job Title
Communications Support Assistant (fixed term)
Duration
to 24th December 2019 with possible extension to June 2020
Salary

A2  (£22,478 to £25,812) pro rata 
Hours

17.5 per week
Location
Edinburgh


1
Introduction and background

The Scottish Council for Voluntary Organisations is the national body representing the voluntary sector. We work to the following mission: To support people to take voluntary action to help themselves and others, and to bring about social change.
Our membership includes more than 2000 voluntary organisations many of which are umbrella bodies themselves representing a diverse range of organisations, some of which are environmental organisations, service providers as well as housing associations and community transport organisations. These organisations may be local or national and encompass a wide range of interest including social welfare, education, health, housing, conservation, training and the environment.

There are currently just under 100 staff, based in Edinburgh, Glasgow and Inverness.
Equal Opportunities statement

SCVO wishes to increase the diversity of its staff and welcomes applicants from all sections of the community, particularly from people with disabilities and people from black and minority ethnic communities, currently under-represented within SCVO.  SCVO’s offices are fully accessible for people with mobility issues.

SCVO will give full consideration to all requests for flexible working, part-time working or job sharing, both from external applicants and current members of staff. If you would like a copy of SCVO’s Equal Opportunities policy please contact hrfm@scvo.org.uk or 0131 474 8004.  

2
Job context 
About One Digital 

One Digital is a collaborative digital inclusion programme developed by Age UK, Citizens Online, Clarion Futures (part of Clarion Housing Group), Digital Unite and the Scottish Council of Voluntary Organisations (SCVO).  The partners deliver projects to help people benefit from being online through recruiting and training Digital Champions.   More information about One Digital is available through the website.
SCVO hosts the One Digital Community of Practice on behalf of the partnership.
3
Person Specification 

The Communications Support Assistant will be expected to demonstrate the following skills and experience on a regular basis


Essential
· Confident in using use a range of communication tools
· Experience of developing website content and developing materials for social media 

· Experience of meetings and events administration

· Diary management

· Demonstrable experience of creating and maintaining relationships with a range of partner organisations

· Excellent interpersonal communication skills

· An ability to deliver to tight deadlines, as part of a team and in co-operation with a wider network of colleagues

· Ability to proof read and précis publications, producing reports and copy to an accurate standard


Desirable

· Ability to travel throughout Scotland and occasionally beyond with the potential for overnight stays.

4
Specific duties
· Key administrative point of contact for the CoP

· Organise communications with all internal and external stakeholders of the CoP, contributing to the implementation of programme communication plans

· Help to plan and deliver a range of events for those engaged with digital inclusion through the CoP

· Develop and copy write website content for the One Digital website in a creative and accessible way

· Use social media creatively to promote One Digital activity

· Ensure that notes are taken of a variety of key meetings and events 

· Administer the CoP budget and financial claims and payments on behalf of the Head of Digital Participation, monitoring expenditures and costs against delivered and realised benefits as the programme progresses
· Other administrative duties as required in support of projects delivery

5

Location/Accountability

The Community of Practice Assistant will be a member of the SCVO Digital team. The post holder will be located in SCVO’s offices at Hayweight House in Edinburgh.
The post holder will be line managed by the Learning Facilitator and has no line management responsibilities.

6
Further information
Informal discussion of this position is welcome. Potential candidates wishing further information should contact Kate Gallant at kate.gallant@scvo.org.uk 
7
To apply

SCVO will accept e-mailed applications.  Please e-mail to recruitment@scvo.org.uk by 12 noon on the closing date.  Paper applications should be sent marked Private & Confidential to:

HR, SCVO, Mansfield Traquair Centre,15 Mansfield Place, Edinburgh, EH3 6BB

Closing date for applications
Wednesday 1st May 2019 (by 12 noon)

Interview date


Tuesday 14 May 2019



8
Major Terms and Conditions

A full package of Terms and Conditions is available.  Key features include:

Salary:



SCVO A2 (£22,037 to £23,672) pro rata
(Appointments are normally made on the minimum of the scale)

Annual leave:


28 days plus 6 public holidays pro rata
Cost of living increases:
on 1 April each year

Pension:
SCVO offers a Defined Contribution Pension Scheme to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary exchange option is available
Probationary period:

3 months

Hours:



17.5 hours per week
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