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Job Description and

Person Specification
POST TITLE:
Communications Officer
RESPONSIBLE TO:
Funding Co-ordinator
PURPOSE OF POST:
To prepare and co-ordinate the communications and media of DVVA through various channels.
MAIN DUTIES:


· Raise awareness of Dundee Volunteer and Voluntary Action & the Third Sector Interface and help maintain and build on positive reputation by writing, editing, co-ordinating and publishing highly effective content and materials across various communication channels, including the website, social media, newsletters, emails and marketing materials. 
· Support the sector by sharing relevant third sector information including job opportunities, events/ training opportunities, funding opportunities and news related to the third sector like policy changes and campaigns.
· Contribute to review of marketing and communication policy, branding and the DVVA communication strategy.
· Ensuring consistency and adherence of branding across all internal and external communications.
· Use analytics to regularly measure and optimise all digital communication activity.
· Access training and advise staff on the provisions of the Data Protection Act and GDPR.
General 

· Supporting and co-ordinating our engagement and communications activities.
· Providing training, support and advice to colleagues on effective communications to a wide variety of audiences.
· Be committed to the work of Dundee Volunteer and Voluntary Action and promote team and partnership working.
· Work in accordance with the organisation’s policies and procedures.
OTHER DUTIES

The job description is a broad picture of the post at the date of preparation.  It is not an exhaustive list of all possible duties as it is recognised that jobs change over time.  Should the duties change radically then the post and grading will be reviewed.

CONDITIONS OF SERVICE

· These are set out in the organisation’s staff handbook.
· All staff meeting the qualifying criteria may join a defined contribution pension scheme provided by TPT Retirement Solutions. 

· The organisation has an equal opportunities policy and seeks to be an equal opportunities employer.
SALARY: Grade 3 (£21,330 - £23,700) pro-rata (based on a FTE of 35hrs/wk)
HOURS OF WORK: 17.5 hours per week, to be worked in accordance with DVVA Conditions of Service 
ANNUAL LEAVE: 21 days per annum on appointment increasing each year by 1 day to a maximum of 25 days, plus 6 public holidays, plus 5 days Christmas closedown. Pro-rata for part-time staff. 
LOCATION: Initially, the post holder may be required to work from home due to Covid-19 restrictions. There may be an option for the post to be a blend of home and office working in future. Our main office is based in Dundee city centre and we also have community locations in Lochee and Whitfield.
TRAINING: Staff may make application to pursue appropriate training. 
JOB DESCRIPTIONS are reviewed from time to time.
Person Specification

	
	Essential 
	Desirable 

	Professional/Educational Qualifications
	
	

	Qualified to degree level or equivalent relevant experience
	√
	

	Knowledge and Experience
	
	

	Proficient in using social media and communications across key platforms
	√
	

	Experience in producing content relevant for websites, social media, publications and leaflets across a range of audiences
	√
	

	Understanding of the Third Sector and the environment in which it operates.


	
	√

	Experience managing information governance and working within GDPR.
	√
	

	Good knowledge over a range of software applications, including: Mailchimp, Google Analytics, Microsoft Office 365 and website management.
	√
	

	Experience of handling and managing press enquires and press releases
	
	√

	Skills and abilities
	
	

	Excellent written and verbal communication skills
	√
	

	Excellent organisational and planning skills with the ability to handle multiple tasks simultaneously
	√
	

	Strong interpersonal skills, with the ability to manage internal and external relationships effectively
	√
	

	Ability to interpret and translate information, ideas and concepts into engaging content
	√
	

	Creative flair and passion for brand
	
	√

	An ability to tell compelling stories using a range of formats and media
	
	√

	Personal Qualities
	
	

	Self-motivated, enthusiastic and committed
	√
	

	A personal commitment to equal opportunities
	√
	

	Flexible approach with an ability to meet deadlines
	√
	


