Clackmannanshire
Citizens Advice Bureau Limited

Job Title:
Communication and Project Funding Coordinator 

Responsible to:
Clackmannanshire CAB – Managing Director



Term: 
Permanent, Subject to Funding 

Hours:
35 hours per week  

Area:


Clackmannanshire Citizens Advice Bureau 
Summary of main responsibilities:

To ensure the smooth running of the bureau social media, website and internal / external communications.

Work with Project staff, when funding has been received, to compile Project Plans, ensuring awareness of project remit & requirements.

Responsibility for ensuring that project / funders reports are completed, collated and sent to funders on time
Work with Managing Director on ensuring that the bureau is adequately funded by sourcing and applying for relevant funding.  
Collate papers for Board Meetings, prepare agenda, issue paperwork, attend meeting, take minutes and issue, with the support of Finance officer.
Responsibilities
Social Media
· Coordinate and monitor Website, Facebook, Twitter (check all items from any member of staff and input to ensure Bureau Standard)
· Submit items for update of our information on the CAS Website
· Produce Newsletters: Internal & External

· Prepare Press Releases for Local Paper 
· Produce a system for advertising materials arriving on site. Checking if and where they should be used and when they should be discarded e.g. at end of project 
· Prepare briefings for external bodies - obtain from relevant person/s, check content to ensure Bureau Standard 

Communications

· Arrange visits to external agencies/funders, with assistance from other members of staff

· Attend Senior Management Team Meeting & issue action sheet
· Arrange & attend Board Meetings
· Arrange the Annual General Meeting 

· Prepare the Annual Report with input from other staff  

· Organise and minute Staff Meetings,
· Develop a system in conjunction with Management team for sharing responsibility for attending meetings and feeding back to the relevant individuals 

Additional responsibilities
· If required assist in the Bureau Training Program
· Work with Managing Director to identify funding opportunities & assist with producing Funding Applications
· Carry out other duties as specified by the Manager and required by the exigencies of the post
PERSON SPECIFICATION

	
	COMPETENCIES

	QUALIFICATIONS
	· Educated to Degree standard or have relevant experience

	EXPERIENCE
	· Recent proven work experience in Office Administration
· Current experience in office systems and procedures
· Experience of preparing reports, plans and proposals
· Experience in administration processes

	SKILLS AND ATTRIBUTES
	· Confidence in working with numbers
· A high level of accuracy and attention to detail
· Good spoken and written communication skills
· Excellent  organisational and time management skills with an ability to plan work
· Skilled in report writing
· Team working skills
· Honest and trustworthy
· Respect for confidential information

	VALUES AND ATTITUDES
	· Commitment to team working
· Commitment to the aims, principles & policies of CAB
· Commitment to the development of equal opportunities

	KNOWLEDGE
	· Excellent Social Media skills

· Good working knowledge of Microsoft software and related packages

	OTHER
	· Willingness to work flexibly in response to changing organisational requirements

· A willingness to undertake training identified in review or annual appraisal or due to change of processes and procedures
· Access to your own transport would be an advantage


