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Job Description

	Post :

	Communications Coordinator

	Location :
	Maryhill Burgh Halls

	Salary
	£24,000 per annum (pro rata) + pension for 12 months with possibility of extension depending on funding and income generation. (actual salary £12,000)

	Hours
	17.5 hours per week - working pattern flexible to suit the role (including some evening and weekend working) and successful candidate's needs 

	Leave
	25 days p/a plus bank holidays (15) (pro rata) – actual entitlement 12.5 days plus 7.5 bank holidays



Maryhill Burgh Halls Trust

Maryhill Burgh Halls Trust (MBHT) was established in 2004 as a registered charity in North West Glasgow to save the Victorian Burgh Halls from demolition and bring the Halls back into community use. MBHT raised over £9 million to regenerate the building and it reopened in 2012 as a multipurpose space including an event venue, office spaces to let and local heritage site including a museum and exhibition space and collection of artefacts. Heritage has been at the heart of the Trust's aims and activities from the beginning of the Burgh Halls’ regeneration project. MBHT continues to look for ways to engage and involve the local community to promote local culture, arts and heritage and highlight the excellent community facility of the historic Burgh Halls.
2022 will be an exciting year for the Trust with a 10 year anniversary celebration programme, community consultations and the reopening of our café along with our programme of exhibitions, collaboration, workshops, talks and tours as well as our participation in a number of festivals.
Purpose of Post:

The Communications Coordinator role purpose will be to raise the profile and awareness of the Trust and our community through its positive representation in the full range of media, establishing and protecting a prominent media profile for the organisation. The role will include working with the management team to help to create an annual communications strategy which the postholder will implement.  This will dovetail with our new digital strategy and the postholder will be integral in its development. MBHT are interested in expanding their presence through the use of different communication channels including; social media, email, website and press. The post will be responsible for the creation of a communications and digital content calendar, and content and copy for each channel.   This will include review and interpretation of campaigns and investigating new sources and channels for the Trust’s use.  
The post holder will work with Trust volunteers, interns and work placements, develop partnerships with the local community, and network with other industry organisations. 
The key elements of the role are:

· Implement and contribute to overall communications and digital strategy 
· Run the Trust’s social media accounts including content creation, communications calendar and planning, scheduling and responding to engagement 

· Copywriting for email, web and social media 

· Newsletter production and use of email campaigns / platforms e.g. mailchimp including campaign creation and automation 

· Liaising with press and media including writing press releases  and generating press and media interest
· Create video content e.g. concept creation, directing, filming, interviewing and editing

· Graphic design to include the use of photoshop or similar 

Specific Tasks 
The following is a summary of the main tasks: 

Promoting the Halls 
· Includes devising and planning content for the Trust, our community, tenants, heritage programmes, community engagement and event spaces within the overall communications and digital strategy
· Regularly checking competitors and reviewing strategies
· Monitor effectiveness of strategies by devising, implementing, analysing and communicating evaluation.
· Agreeing activity targets with the Halls Manager. 

· Meeting activity targets for the event spaces and reporting to the Halls Manager. 

· Community liaison and liaison with existing community projects to promote the Hall – including talks and presentations as appropriate. 
· Supporting and actioning promotional activity for sponsorship arrangements

· Ensuring funders are recognised on communications where appropriate

· Developing trade relationships

· Promoting the Trust’s offer and activities through design, production and distribution of on-brand marketing materials and the creation of audio visual digital content and film.

· Updating third party websites with engaging and accurate content and listings and information about the Trust’s activities, ensuring a broad range of reach

Record management 
· Input to setting budgets for communications.
· Input into and agreeing targets for communications with Halls Manager.
· Monitoring activity against these targets on at minimum, a quarterly basis, or as instructed by the Halls Manager. 

· Preparing information for returns and social impact timeously and ensuring that required records are accurately maintained.  

Monitoring and evaluation : growing our audience, aiming to increase footfall and income :
· Taking responsibility for reporting and evaluating activity – whether carried out directly or not 

· Monitoring activities within the Halls against targets including carrying out a range of surveys to find out the impact of the Halls. 

· Working with tenants to ensure that their activities are promoted and information collected and collated. 

· Working with volunteers, interns and placement students to carry out sample surveys and other administrative tasks associated with the role
· Supporting social impact monitoring 

· Monitoring, evaluating and reporting on the effectiveness of marketing campaigns and providing reports on social media and web performance.
· Creating campaigns to promote the Trust’s offer, activities and fundraising initiatives
· Completing required reports on the activities of the Trust appropriate for funders
· Carrying out social media, website and analytics (including SEO) audits of existing platforms, looking at existing and potential audiences

· Actively seeking out opportunities for gaining positive media coverage

· Working with the wider staff team to integrate communications within the wider work of the organization and develop evaluation tools.
Website and Social Media
· Developing content for the Hall’s website and social media as appropriate working, initially, with the Halls Manager and any appropriate technical support.

· Ensuring that the website and social media is used effectively to promote the Halls and the building complex. 

· Ensuring that the website and social media is regularly updated
· The ability to be proactive, think creatively and identify development opportunities and continuing ways of improvement
To broaden the scope of available volunteering learning and training opportunities: 
· In collaboration with the Halls Manager, work with established partners including Project Scotland, Volunteer Glasgow and local colleges and universities to develop volunteer, placement and internship opportunities for the Trust. 
· Work with the Halls Manager to train and manage volunteers and have responsibility over training and management in relation to social media and the website 

· Ensuring and enabling positive relationships and good communications

· Attending team meetings and volunteer get togethers / thank you days

To promote the Burgh Halls and the work of the Trust to a wider audience:
· Network with other local groups and organisations to share knowledge and

ensure cross promotion. 
· Liaise with the Heritage Development and Community Engagement Manager, Halls Manager and Events and Halls Assistant to promote the Burgh Halls and the Trust’s objectives.
· To act as liaison to partner organisations who provide support to the Trust 

· Promoting membership of the Trust to interested parties 

To access and manage resources to support communications:
· Monitor and control any appropriate budgets with support from the Halls Manager,

· Compile and submit reports.

· Apply for and accessing additional resources to support activities as required. 
· Undertake or update any training and development as necessary to meet the duties and responsibilities of the post in particular to events.
Build up and strengthen internal and external communication systems by:
· Record and monitor activities against targets and presenting in ways appropriate to the Board and funding bodies
· Acting as main point of contact for media enquiries, responding to requests quickly and efficiently
· Developing and maintaining good relationships with the media and key external contacts, keeping up to date contact databases
· Ensuring a library of images / videos are available for use in all printed and digital content
· Recording media coverage through press cuttings and marketing print archive
Other activities 

· Ensuring that Health & Safety legislation is adhered to in every way at all times

· General promotion of the Burgh Halls complex including newsletters, media liaison and visits etc. 

· Developing, in conjunction with other staff the Trust’s events

· Adherence to Equal Opportunities in every aspect of service provision

· Attendance and development of heritage and community engagement activities with Heritage Development and Community Engagement  Manager. 

· Any other reasonable duty that may be requested of you by the Board and Halls Manager
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