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Job Description

Position:		Digital Communications Officer 
			(this is a fixed term post for 12 months)

Reporting to:	Chief Executive Officer

Location:		Kirkintilloch, East Dunbartonshire
			(with some travel throughout Scotland)

Hours:		21 hours each week
			(with occasional unsocial hours)


The Scottish Union of Supported Employment (SUSE)

The Scottish Union of Supported Employment (SUSE) is the national representative body for supported employment providers and anyone interested in ensuring that disadvantaged people across our country have the opportunity of a working life. We bring organisations together to campaign, network, improve how we work and share our experiences. Our aim is to support people with disadvantages to find and retain paid work by increasing the availability, quality and impact of supported employment services in Scotland.

SUSE has been awarded a grant from the Adapt & Thrive fund to develop a SUSE Digital Hub.  The Digital Communications Officer will join our small team and will lead on this exciting project.  

SUSE is also the lead partner in the Disability Employment Gap Public Social Partnership.  The Digital Communications Officer will contribute to the delivery of the project, specifically leading on the Digital Recruitment Review element including liaison and support for employers.

 
Job Role

1.	Generating Content 

a. Develop creative, engaging and informative digital content for use across all online channels, including the SUSE website and our social media channels, uploading videos and written content.

b. Create a range of short films which promote the benefits of the Supported Employment and other initiatives that benefit SUSE members, employers and disabled jobseekers. 

c. Develop a blog to provide regular updates for our members and stakeholders.

d. Gather robust evidence and data on the impact and reach of our online and social media activities. 


2.	Marketing and Promotion

a. Participate in the development of an overall marketing plan for SUSE and contribute to its implementation to grow our membership and promote the SUSE brand and the Adapt & Thrive initiatives.

b. Improve the reach of the SUSE Digital Hub project and SUSE through search engine optimisation.

c. Design a range of resources including promotional materials for SUSE and our various projects and initiatives. 

d. Work with colleagues to produce and publish case studies and success stories to the timescale agreed by the Chief Executive Officer.


3.	The Apt Public Social Partnership

a. Lead on the Digital Recruitment Review element of the Apt Public Social Partnership project including liaison and support for employers and co-ordination with our delivery partners.

b. Generate resources for the PSP including marketing materials.

c. Develop digital content for the PSP, the website and social media channels.


4. 	SUSE Website and the Digital Hub project

a. Serve as the managing editor of the SUSE website; producing regular news updates and content and generating stories from members. 

b. Work with colleagues to develop a SMART website development plan to implement the SUSE Digital Hub project. 

c. Support the Chief Executive Officer to commission a website development partner to deliver the SUSE Digital Hub project and manage our relationship with them.

d. Lead on the delivery of the SUSE Digital Hub project, achieving KPIs set by the Chief Executive Officer. 

e. Work with our website development partner to develop online resources including the Inclusive Workplace Award and Quality Standard for Supported Employment. 

f. Participate in the delivery of SUSE events for members including our annual conference using appropriate technology including online platforms.

g. Develop the SUSE database of training and employment opportunities for disabled people. 


4.	Working with the Team

a. Identify new trends in digital marketing and engagement; and evaluate new technologies and channels that can be used to increase awareness of our initiatives and the SUSE brand. 

b. Develop the skills and knowledge of SUSE staff to utilise social media channels for the benefit of beneficiaries, our members and the project.

c. Support / mentor project staff to generate content for our social media channels to build our on-line footprint to the benefit of the project.


6.	General 

a. Liaise with SUSE members to ensure the project complements their existing activities and future goals.

b. Submit regular progress reports to the CEO.

c. Work flexibly to ensure the project’s outcomes are achieved.

d. Perform any such reasonable duties requested by the Chief Executive Officer which are appropriate and beneficial to the SUSE Digital Hub project.

e. Adhere to SUSE’s Health and Safety Policy and other policies, relevant guidelines and legislation. 


7.	Equal Opportunities

SUSE is committed to the active promotion of Equal Opportunities as an employer, and to the advancement of opportunities for disabled people. Hence it requires its staff to understand and demonstrate a commitment to Equal Opportunities. This includes all project activities and work with stakeholders. 


8.	Annual Leave 

The annual leave year runs from 31st March to 1st April each year. SUSE staff have annual leave entitlements of 25 days per annum and 10 public holidays (pro rata for part time posts).


9.	Pension

SUSE offers staff a contributory pension scheme. 


10.	Person Specification

	Role: Digital Communications Officer

	
Essential

· Educated to degree level or equivalent. 
· Experience of project management and co-ordination with external agencies.
· Experience of website development.
· Knowledge of search engine optimisation.
· Knowledge of a range of social media platforms and how they can be effectively utilised in business. 
· Ability to develop creative, engaging and informative digital content.
· Experience of delivering integrated digital communications campaigns.
· Experience of delivering agreed tasks to set deadlines. 
· Experience of training and/or mentoring colleagues or beneficiaries.
· Knowledge of stakeholder engagement and the ability to communicate with diverse audiences.
· Ability to manage a diverse workload, use initiative and problem solve.
· Experience of developing proposals and recommendations for decision makers.
· Strong communicator, with excellent written and oral communication skills. 
· Excellent IT skills in word processing, email, internet and PowerPoint. 
· Ability to work well in a team, contributing to the achievement of shared goals.


	
Desirable

· Experience of working with people who have disabilities or other vulnerable groups.
· Experience of producing short promotional or information films.
· Experience of the WordPress platform. 
· Experience of producing accessible materials.
· Experience of business procurement.  
· Experience of designing promotional materials e.g. leaflets, booklets.
· Experience of developing effective partnerships in the public, voluntary and private sectors. 
· Knowledge of relevant equality legislation and its application in the workplace 
· Experience of working within a member led organisation. 
· Knowledge of the employability landscape in Scotland. 




2

image1.jpeg
Scottish Union of Supported Employment




