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Job Description


Title of Post:	      	 National Information Development Officer
Employer:	       	MECOPP
Salary Scale:	       	£26,525
Place of Work:      	MECOPP, Norton Park, 57 Albion Road, Edinburgh, EH7 5QY
Hours:	                    	36 hours per week
Contract:		Funding confirmed until 31 March 2023 
Responsible to:     	Chief Executive

Introduction

MECOPP is Scotland’s leading Black and Minority Ethnic (BME) carers’ organisation providing a variety of care and support services to carers from BME and other marginalised communities across Scotland. Established in 2000, MECOPP has a long and successful history of working with some of Scotland’s most marginalised communities. 

Working with local carer centres across Scotland, the postholder will have lead responsibility for developing a range of audio/visual resources to assist in the identification and support of BAME carers.  

Tasks

1. To identify with stakeholders the focus/subject matter of each audio/visual resource.
2. To manage all aspects of the resource development process to include script writing, accessibility proofing and ensuring cultural/linguistic appropriateness.
3. To manage all aspects of the production process to include the management of sessional staff (ie interpreters as voiceover artists) quality proofing/audience testing, commissioning of video production and sign-off.
4. To manage the project budget in collaboration with the Finance Manager.
5. To develop a Scottish wide dissemination strategy to ensure full distribution.
6. To develop and deliver an awareness-raising campaign for BAME community organisations/groups, utilising the information resources as an educational tool to increase knowledge of informal caring.
7. To undertake monitoring of the ‘reach’ of the resources and evaluation of their effectiveness.
8. To assist in the submission of reports to funders and other stakeholders.
9. To undertake any other tasks as deemed appropriate by the MECOPP Board of Directors.

	




Management & Accountability

1. To produce regular reports of work for the MECOPP Chief Executive and the MECOPP Board of Directors.
2. To participate in regular support and supervision sessions with the Chief Executive
3. To participate in team meetings and other internal meetings as required. 
4. To undertake certificated course on Plain English (funded by organisation) and any other training as required.
5. Delivery of all tasks and activities will be commensurate with the number of hours secured for the post. 

Generic Duties

1. To comply with all MECOPP policies and procedures.
1. To represent the organisation at all times in a professional manner.
1. To undertake any other activities deemed appropriate and in keeping with the aims of the role.


Conditions of Service:

· Annual holidays – 25 days plus 2 floating days (pro rata) plus statutory public holidays.  
· Pension – The post holder will have the option of joining a group pension scheme based on employer and employee contributions of 6%.
· Union – MECOPP will recognise the appropriate trade union.
· Equal Opportunities – MECOPP is working towards being an equal opportunities employer.
· Travel Expenses – work-related travel expenses, with appropriate receipts, will be reimbursed on a monthly basis.
· An induction programme will be provided within two weeks of starting.


Person Specification

All of the following requirements will be assessed from a combination of information provided on the application form, the interview process, and references (see below):

	Skills and Abilities
	Essential
	Desirable

	Strong written and verbal communication skills with the ability to adapt communication styles to a range of settings and audiences
	X
	

	Ability to project manage to timescales
	X
	

	Ability to use own initiative and organise own workload
	X
	

	Ability to prioritise and manage sometimes competing deadlines
	X
	

	Ability to work flexibly and adapt to changing priorities across a range of tasks and responsibilities
	
X
	

	Ability to create positive collaborative relationships with a range of stakeholders
	X
	

	Strong IT skills with ability to utilise social media effectively
	X
	

	Experience

	Demonstrable experience of all aspects of project management
	X
	

	Demonstrable experience of resource development
	X
	

	Experience of awareness-raising and outreach campaigns
	
	X

	Experience of stakeholder engagement
	X
	

	Experience of commissioning services
	X
	

	Knowledge

	Understanding of requirements for accessible and appropriate information
	X
	

	Knowledge of creative process in resource development and production
	X
	

	Other

	Willingness to undertake certificated qualification in ‘Plain English’
	X
	

	Willingness to travel within Scotland
	
	X

	Willingness to work out-with office hours if required
	
	X



Closing date:  5pm 9th May 2022

Please note that cv’s will not be accepted.

Interview date: TBC

Interviews will take place via Zoom or Microsoft teams (video conferencing software)

For an application pack: please contact info@mecopp.org.uk or see the recruitment page on our website at www.mecopp.org.uk
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