[image: Logo, company name

Description automatically generated]



Job Profile: 			Public Affairs and Communications Coordinator 

ACCOUNTABLE TO:  	Currently CCPS Chief Executive
[bookmark: _wftbs1lvyt7t][bookmark: _fwqoj3zh3yzw][bookmark: _x7gg206m1rr1]
SALARY: 	Circa £30,576 (pay award pending) and full package of terms and conditions including contributory pension scheme

LOCATION: 	CCPS’s main office is in Edinburgh, and we organise and attend meetings throughout Scotland. A regular presence at the Edinburgh office would be expected but we are happy to discuss hybrid working arrangements

JOB OVERVIEW
This is a key post within the CCPS team, co-ordinating public affairs and communications activities to further CCPS’s strategic objectives and represent the interests of its members.
KEY ACCOUNTABILITIES AND ACTIVITIES

· Parliamentary and public affairs – facilitate effective engagement with the Scottish Parliament including Parliament committees, cross party groups and political party groups 
· Stakeholder engagement – plan and implement stakeholder engagement initiatives and events in conjunction with other members of the staff team 
· Media relations – co-ordinate media engagement in conjunction with the Chief Executive
· Communications – manage the CCPS website and digital media activity, and the design and production of publications and resources 

Parliamentary and public affairs
· Support the Chief Executive and policy and programme leads to give evidence to Scottish Parliament committees and input to Cross Party Groups as required
· Co-ordinate the preparation of parliamentary briefings and policy papers in conjunction with policy and programme leads
· Contribute to policy forums and external networks in conjunction with policy and programme leads as required
· Ensure organisational compliance with the Lobbying (Scotland) Act 2016, coordinating the reporting of regulated activity and keeping the Lobbying Register up to date

Stakeholder engagement
· Plan and implement engagement initiatives and events with a wide range of external stakeholders across the social care sector in conjunction with other members of the CCPS team
· Support effective engagement and communication with CCPS member organisations in conjunction with other members of the CCPS team
· Assist with the presentation and promotion of the work of CCPS at external events, conferences and seminars as agreed 

Media relations
· Lead on engagement with the mainstream media, act as the key point of contact for journalists and respond to all press enquiries, working with the Chief Executive and staff across the CCPS team as appropriate
· Draft and disseminate media releases when required to secure positive coverage for the organisation, agreeing key lines with the Chief Executive and policy and programme and leads in the CCPS team
· Act as the first point of contact for journalists and media outlets and facilitate engagement to maximise coverage of key messages

Communications

· Ensure the CCPS website remains an effective communication/resource tool for members and professional bodies
· Maintain and develop on-line and digital media activity including the CCPS website and Twitter accounts
· Co-ordinate the production of CCPS publications and resources 
· Create content for digital media output, publications and resources
· Ensure all activities comply with accessibility standards and CCPS brand guidelines


Person Specification

	
	Essential
	Desirable

	[bookmark: _Hlk96097050]Knowledge
	

	An understanding and awareness of the social care sector
	
	x

	An understanding and awareness of the third sector 
	
	x

	An understanding of parliamentary processes and procedures
	x
	

	An understanding of Scottish politics and public affairs
	x
	

	An understanding of GDPR and best practice for all data protection permissions 

	
	x

	An understanding of CRM systems and the use of them
	
	x

	Experience
	

	Experience of working in a role which includes influencing and building relationships with external audiences 

	x
	

	Experience of supporting parliamentary and public affairs activities including writing briefings and speeches, and parliamentary monitoring

	x
	

	Experience of events management, both in person and online
	x
	

	Experience of website management
	x
	

	Experience of media relations 
	x
	

	Experience of creating content and coordinating digital media activity
	x
	

	Skills
	
	

	A clear written communication style
	x
	

	A clear oral communication style
	x
	

	Ability to research and analyse policy information
	x
	

	Ability to design social media graphics
	x
	

	Ability to design publications and resources
	x
	

	Personal attributes
	
	

	An enthusiastic and proactive team player
	x
	

	Ability to work on own initiative
	x
	

	Ability to juggle competing demands and priorities
	x
	

	A creative and innovative thinker
	x
	

	Commitment to CCPS’s purpose and values 
	x
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