Home-Start is committed to safer recruitment practice as an important part of safeguarding and protecting children and vulnerable adults


Home-Start Glasgow South Family Support Communications Officer 
 
Job Description – Communications Officer 
 

Employer: Home-Start Glasgow South 
Hours of work: 21 hours (we are open to discuss flexible working options)
Salary
: £22,975 - £25,000 pro rata
 

Responsible to: Assistant Director
Main Responsibilities

· Work closely and actively engage with colleagues to develop and implement communication plans and campaigns

· Manage and maintain Home-Start Glasgow South’s social media channels, creating engaging content and proactively planning and seeking ways to develop these

· Manage and maintain Home-Start Glasgow South’s Website 

· Write, edit and design a range of materials including leaflets, posters, news stories and case studies

· Use software such as Canva/Adobe Creative Suite to create content including short videos.

· Support the production of the annual report content and dissemination
· Produce and distribute Home-Start Glasgow South Newsletter

· Support the monitoring and evaluation of communications activity

Supporting the work of Home-Start Glasgow South 
· Work as part of the Fundraising Team to support the strategic management, development and future funding of the scheme. 
· Support the implementation and review of all Home-Start policies and procedures. 
· Comply with the scheme’s administration, monitoring and financial systems.
· Promote the work of Home-Start Glasgow South
· Contribute to and support the development of the Home-Start network locally, regionally and nationally.
· Undertake relevant training and continuous personal development.
Managing Volunteers

· Work with social media volunteers to create content 

Working in Partnership

· Network appropriately within the community.

· Promote the scheme, its profile, ethos and practice.

· Contribute to the development of Home-Start locally, regionally and nationally.

This job description reflects the major tasks to be carried out by the post holder and 
identifies the level of responsibility at which they will be required to work. In the 
interests of effective working, the major tasks may be reviewed from time to time to 
reflect changing scheme needs and circumstances. Such reviews and any 
consequential changes will be carried out in consultation with the post holder.

There may be occasional evening and weekend work.

Person Specification

· Excellent written and verbal communication skills

· Experience of using social media in communications

· Experience of website systems e.g. Word Press

· Excellent organisational and administrative skills

· A high level of accuracy and attention to detail

Attributes

· Ability to work in a changing environment and as part of a team

· Ability to show initiative and creativity

· Ability to deliver on schedule and meet deadlines
Desirable

· Knowledge of the voluntary sector

· Driving licence and use of own car
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