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JOB DESCRIPTION

	Post Title:
	Communications & Marketing Coordinator

	Hours:
	Full Time, 35 hours per week

	Salary:
	Grade 6 point 32 – 34 (27,512 – 29,117)

	Term:
	Permanent

	Responsible to:
	Head of Sector Development

	Location:
	Home based/GCVS office as appropriate

	
	



The post-holder will lead on the development and implementation of GCVS’ communications and marketing strategies.  They’ll play a central role in ensuring the organisation’s voice and messages are heard by our stakeholders.  The post-holder will work with departments to support them with specific communications, while also curating central GCVS communications.  

Specific Duties are likely to include:
· Ensuring that GCVS has a clear strategy for communication and marketing and that these are understood and implemented across the organisation

· Creating and delivering high quality, timely, relevant and accessible communications and marketing materials to GCVS, members, networks and stakeholders.

· Supporting others across the organisation to use appropriate communication and marketing tools effectively – including strengthening the organisation’s use of modern media.

· Working with GCVS departments to help them develop effective and brand-aligned marketing for products and services. 

· Maintaining an overview of GCVS communications, and supporting planning of communications from the organisation.

· Maintaining and developing the GCVS website as required, including supporting staff to edit and add content, and liaising with web developer to identify and deliver improvements.

· Use their knowledge of the communications and marketing field to analyse, evaluate and recommend developments / resources / tools to develop and / or enhance GCVS communications and marketing.

· Develop and implement monitoring and evaluation procedures.  

A core role of GCVS is to provide capacity building support to local third sector organisations.  The ideal candidate will be able and willing to provide capacity building support in the fields of communications and marketing when the needs of the business allow.  
Additional Information: 
It is the nature of work at GCVS that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are therefore expected to work in a flexible way when the occasion arises so those tasks which are not specifically covered in their job description are undertaken. These additional duties will normally be compatible with the regular type of work required by the post. If the additional responsibility or tasks becomes a regular or frequent part of the employee’s job it will be included in the job description in consultation with the employee.
Health and Safety

Everyone in this organisation has a responsibility to ensure their own safety and that of others. Employees must report immediately to their Line Manager/ Team Leader or Supervisor any breaches of Health & Safety procedures, any accidents or safety related incidents and any unsafe acts.

Employment conditions
The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts, and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 25 days per annum and 28 days after 10 years’ service.  13.5 fixed public holidays. Pro rata for Part time employees. 
· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.
· Based primarily at GCVS, The Albany, Ashley Street, Glasgow
· References will be sought from previous employers prior to appointment.
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Probationary period:	3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:	Contributory pension through Pension Trust 
GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.

Flexi time; 	GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexi-time. GCVS is committed to Work-Life Balance.
	.
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