November 2021MBHT Person Specification.  Communications Coordinator 

	Criteria 
	Essential 
	Desirable 
	How assessed 

	1. Knowledge 
	Website Maintenance / Development

Social Media platforms and development

Press and media relations including writing press releases
Customer care and customer care approaches 

General administration

Analysis and preparation of reports using analysis tools and SEO

Email campaign and newsletter generation

Survey generation and reporting
	Contacts within the community 

Contacts within media and communications sector
Understanding of issues affecting media relations for community organisations and the third sector
	Interview 

	2. Previous experience 
	Successful track record in devising and implementing cross platform media strategies

Marketing services and facilities 
Running websites and social media accounts including content creation, marketing calendar planning, scheduling and responding to engagement

Copywriting for various formats
Working with contractors and contract providers
Press and media liaison. 

Working with volunteers, internships and work placements
Implementing communications and digital strategy

	Reporting to a board 

Working in a similar role in a private or community setting

Experience of a heritage building and building conservation
Work in a charity, social enterprise or other Third Sector Organisation

Working with community groups
Previous experience of working in a heritage, culture or arts environment.


	CV Interview 

	3. Skills / abilities 
	Marketing  skills 
Identifying and shaping stories for the media

Copyrighting skills for email, web and social media

Financial control 
Excellent communication skills and ability to adapt communication methods to suit a broad audience including the Trust board, project partners, local community, funders and museum visitors. 
Presentation and interpretation skills. 

High level of computer literacy and website management, social media platforms
Planning skills

Ability to relate to the community 
Presentational skills 
	Video content creation skills
Graphic design skills
Project management skills 

Effective production of management  information
Negotiation skills


	CV. Interview and references 


	4. Personal qualities 
	Flexibility

Hands on approach
Ability to manage a range of tasks at once 

Enthusiasm, passion for the project and an ability to enthuse others

Ability to use initiative and work independently and as part of the team as required.
Self starter – ability to work in very small team

Ability to relate to the community and other partners 

Able to work to targets and deadlines 


	
	Interview

	5. Qualifications / education / training 
	HND or equivalent in relevant subject area (such as marketing, communications, graphic design, website design, social media etc)
	Degree, in a related subject 
Membership of a relevant body or qualification eg Chartered Institute of Marketing
Accountancy qualification 
	CV

	6.  Other requirements 
	Available to work occasionally outwith usual working hours (available to work some evening and/or weekends as required).

An updated PVG Disclosure will be required to carry out this role. 
	Willing and able to travel for networking and knowledge exchange activities. 



	Application form


