JOB DESCRIPTION:  
Communications and Marketing Officer
Full Time (35 hours p/w), 
Holidays: 25 days per year 
Salary: £22,030 
3% Pension Contribution
Organisational Profile 

Voluntary Action South Lanarkshire (VASLan) is South Lanarkshire’s Third Sector Interface (TSI). A Third Sector Interface is required by the Scottish Government to operate across four key areas of activity: These key areas fall under the following;

‘Central Source of Knowledge’ about 

· The Third Sector locally, 

· Local and national policy and how it might affect local Third Sector, Communities and citizens, and

· How the Third sector can contribute to those agendas. 

‘Voice’ 

· Ensuring a strong third sector voice at a strategic level within local planning structures and nationally 
‘Build capacity’ 

· Developing the capacity of volunteering, community groups, voluntary organisations and social enterprise to achieve positive change 
‘Connect’ 

· Providing leadership, vision and coordination to the local third sector to better respond to local priorities, including through partnership and collaboration
Duration:
Post will be on a permanent basis, subject to ongoing review.
Location: 

The post will be based in Hamilton.
Accountable to: 
Admin Services Manager 
Job Purpose:

The Communications and Marketing Officer will support all internal and external communications, write and disseminate publicity material, respond to related enquires from the public, partners and the media. 

Write and distribute content to promote the organisation's brand and activities and support promotional events.
Principal Responsibilities:

· Support the development of the organisations marketing and communications strategy.

· Support the drive to raise the profile and visibility of the organisation.

· Lead on the writing and production of marketing materials and key publications. 
· Support VASLan’s staff and volunteers to make effective use of the brand.

· Co-ordinate and manage a regular electronic newsletter, including sourcing content and images and distribution.
· Support the development, management and updating of content for VASLan’s website
· Further develop the implementation of our social media profile and content.

· Maintaining social media accounts 
· Reporting on web metrics (ie user traffic, online mentions, and social media statistics) and analysis of this data for future developments. 
· Support the organisation in the delivery of promotions and events 
· Provide creative, editorial and operational support for key projects and campaigns 
· Identify key media contacts and build and maintain contacts 
· Oversee the management of a case study database 
· Maintain and update an image library with new photography and correct image credits.

· Carry out any other duties commensurate within the general level of responsibility of the post
This job description is a broad picture of the post at the date of preparation.  Post Holders may be required to carry out additional duties which are necessary to fulfil the purpose of the job, and to respond positively to changing business needs.

Communications and Marketing Officer

Person Specification
	
	Essential
	Desirable

	Qualifications/ experience
	Relevant experience in the delivery of communications and marketing across digital and printed media 
Excellent written communication skills and experience in producing content relevant for websites, social media, publications and leaflets across a range of audiences

Proficient in using social media marketing & communications across key platforms 
Proven experience of establishing and maintaining positive relationships with internal and external stakeholders

Used to working under their own initiative and taking ownership of tasks

	Degree in Marketing
Understanding and knowledge of the Third Sector



	
	Essential
	Desirable

	Knowledge
	Good knowledge over a range of software applications, including;

mail-chimp and Google analytics 

Proven knowledge of current marketing techniques and principles 

Able to communicate and present information in a clear and concise manner and pass on information accurately and efficiently

Understanding of graphic design packages – particularly Canva and Adobe Photoshop
An understanding of how Equality and Diversity can have a positive impact on the organisation and its stakeholders
	Knowledge of market research techniques

Willingness to undertake personal development plan and training

Minimum of 1 year experience in a marketing/community engagement role

Experience of Customer Relationship Management (CRM) Salesforce systems.



	Skills and abilities
	Good written and verbal communication skills

Thrives on attention to detail, completing and finishing tasks including proof reading 

Ability to interpret and translate information, ideas and concepts into engaging content.

Confident in using photography
Good organisational and planning skills
Proven ability for writing effective press releases and editorial
The ability to work to tight deadlines and in a fast-changing environment
The ability to work as part of a team

Good timekeeping and willingness to work.
	An ability to tell compelling stories using a range of formats and media 

Strong oral, written and presentation communication skills

Attention to detail and editing skills
Good creative skills

Good relationship builder

	Other
	Open minded and non judgemental

Ability to travel independently within the area of work 
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