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Job Title		Marketing and Communications Officer

Salary		Grade 5 (£34,650 - £38,500)

Hours		35 hours per week

Location	This post can be based in Edinburgh, Glasgow or Inverness.  Scottish Council for Voluntary Organisations (SCVO) staff can work a blend of office and home on agreement with their team and line manager, and within the parameters of our Blended Working policy.  

1	Introduction and background
SCVO believes the voluntary sector is vital to Scotland’s economy and society. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our purpose, therefore, is to support, promote and develop a confident, sustainable voluntary sector in Scotland.

Our values are the foundation of how we act individually and collectively as SCVO staff members.  We are:
· Accountable and committed
· Responsive
· Supportive
· Progressive
· Bold

Equality, diversity, and inclusion at SCVO
SCVO wishes to increase the diversity of its staff and welcomes applicants from all communities, particularly from people with disabilities and people from black and minority ethnic communities, currently under-represented within SCVO.  SCVO offices are currently closed, when open they are fully accessible.  
 
SCVO offers flexible working from day 1 of employment, including part-time working or job sharing as well as other flexible working options. If you would like a copy of SCVO’s equality, diversity and inclusion policy, please contact hr@scvo.scot or 0131 474 8004. 

2	Job purpose
Charities, voluntary organisations and social enterprises play a critical role in the lives of people and communities across Scotland. Communicating and campaigning for the interests of the voluntary sector and supporting our members are some of SCVO’s main roles.

Part of the Communications and Marketing team, this post holder will work closely with the Marketing Manager, another Communications Officer and Graphic Designer to support the delivery of SCVO’s communications and marketing needs in-house. This involves supporting colleagues from across the organisation to help tell SCVO’s story and the story of the voluntary sector using the full range of communications channels.

We’re looking for an excellent communicator and project manager to complete a small and busy team. You should have a track record in delivering hands-on communications and marketing support including corporate communications, digital and social, media relations and marketing.

3	Person specification 
The post holder will be expected to demonstrate the following range of skills and experience on a regular basis:

Essential
· Communications or Marketing degree or equivalent experience 
· Recent experience in a similar role
· Excellent written and verbal communications skills
· Strong digital communications experience including content writing (web, email and social), video production, social media content planning and delivery and email marketing skills
· Proficient in the use of content management systems and social media platforms
· Media relations experience – able to translate complex issues into media-friendly copy and liaise confidently and effectively with relevant media 
· Excellent personal planning and project management skills, with an ability to multi-task and adapt quickly to changing circumstances
· A confident and collaborative approach
· Knowledge and understanding of the range of SCVO’s activities
· An understanding of the role and potential of Scotland’s voluntary sector, and an appreciation of the challenges and issues facing the sector
· Strong planning, organisation and prioritisation skills
· Strong values, aligned with SCVO’s

Desirable
· Experience of working in or an understanding of the Scottish voluntary sector 
· Experience of using desktop publishing software, customer relationship management software and email automation systems
· Experience of producing and editing videos or podcast content
· Knowledge of Scottish politics, the Scottish Parliament, local and national decision-making process and influencing politicians and civil servants 

4 Key accountabilities
· Working with the broader Communications and Marketing team to support the delivery of the organisation’s strategic plan
· Deliver corporate communications for SCVO to promote and enhance SCVO’s reputation and demonstrate SCVO’s impact – specific areas of focus include membership, policy and public affairs, and SCVO’s flagship events the Gathering and Scottish Charity Awards
· Contribute to the planning and delivery of multi-channel communications to maximise opportunities to promote SCVO’s brand, messages, events and news 
· Contribute to and support delivery of SCVO’s digital and social media strategy to create ‘go-to’ digital destinations for our members, the sector and our stakeholders
· Provide support to colleagues across SCVO to ensure consistent and effective marketing of our products and services
· Apply creativity to translate a wide range of complex information into more accessible copy and formats – with a particular focus on web and social content, briefings, press releases and other copy for journalists/the media, marketing materials, and presentations/ speeches
· Act as first point of contact for media enquiries and lead on media relations to ensure accurate and timely provision of information to the media – this includes supporting senior leaders in dealing with sensitive or contentious issues, and a limited amount of out of hours work at evenings and weekends

5	Other duties
Any other general duties as may be required by the line manager.

6	Location and accountability
SCVO has a Blended Working policy.  All staff have an assigned office base and can work a blend of office and home on agreement with their team and line manager, and within our Blended Working parameters.  See our Blended Working Policy for more information.  

This post can be based in Edinburgh, Glasgow or Inverness.  

The post holder reports to Lucy Cowan, Marketing Manager.



7	Further Information
Informal discussion of this position is welcome.  Potential candidates looking for further information should contact Lucy Cowan, lucy.cowan@scvo.scot

SCVO offers flexible working from day one of employment, including part-time working or job sharing as well as other flexible working options.

8	To apply
Please e-mail your application to recruitment@scvo.scot by noon on the closing date.  

Closing date: 	Friday 14th January 2022 (by 12 noon)
 
Interviews: 	January 2022

9 SCVO salary scale
SCVO’s salary scale has six increments.  Appointments are made on the 1st increment. Staff move up an increment on an annual basis (unless you are involved in formal disciplinary or performance management proceedings).

10  Major terms and conditions
	
A full package of Terms and Conditions is available.  Key features include:

Salary: 				SCVO Grade 5 (£34,650 - £38,500)
(appointments are made on the 1st increment)
 
Annual leave: 			28 days plus 6 public holidays

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: 		6 months

Hours: 		35 hours per week
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