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JOB DESCRIPTION

	Post Title
	Communications Officer

	Hours
	Full Time, 35 hours per week

	Salary  
	£30,000 annual

	Term
	Fixed term one year

	Location
	City Centre with potential for home working


The role of Communications Officer will be part of a multi-agency Poverty Pathfinder team, who will lead on the development and implementation of communications and marketing strategies. The post holder play a central role in ensuring the pathfinder’s voice and messages are heard by stakeholders – in particular those who are often not reached.  The post-holder will work with others to support them with specific communications, while also curating central team communications.  
Specific Duties are likely to include:

· Ensuring that the pathfinder has a clear strategy for communication and marketing and that these are understood and implemented across the team

· Creating and delivering high quality, timely, relevant and accessible communications and marketing materials to stakeholders
· Supporting others across the team to use appropriate communication and marketing tools effectively – including through the use of modern media.

· Working with colleagues to help them develop effective and brand-aligned marketing for the pathfinder and its services. 

· Maintaining an overview of pathfinder communications, and supporting planning of communications 


· Maintaining and developing web content, including supporting staff to edit and add content, and liaising with web developer to develop a site (or sites) and identify and deliver improvements.

· Use their knowledge of the communications and marketing field to analyse, evaluate and recommend developments / resources / tools to develop and / or enhance communications and marketing.

· Develop and implement monitoring and evaluation procedures.  

General

· To participate in regular supervision, annual appraisal, staff training and development programmes.

· To adhere to GCVS’s policies and procedures, particularly those relating to Equal Opportunities and Health & Safety at Work

Additional Information: 
    It is the nature of work at GCVS that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are therefore expected to work in a flexible way when the occasion arises so those tasks which are not specifically covered in their job description are undertaken. These additional duties will normally be compatible with the regular type of work required by the post. If the additional responsibility or tasks becomes a regular or frequent part of the employee’s job it will be included in the job description in consultation with the employee.

Employment conditions

The following terms and conditions are typically offered to GCVS staff on fixed term and permanent contracts and are set out here for your information only.  Terms and conditions may vary according to circumstances and this summary does not form part of any subsequent employment contract.

· Annual leave entitlement: 25 days per annum.  13.5 fixed public holidays. 

· Paid sickness absence entitlement during first year of service is 4 weeks at full pay and 4 weeks at half pay, based on contractual hours and calculated on a rolling basis.  This entitlement increases with service.

· References will be sought from previous employers prior to appointment.

Probationary period:
3 months with a review at 3 months. During the first 3 months the contract may be terminated with 1 weeks’ notice, thereafter it will be 4 weeks.

Pension:
Contributory pension through Pension Trust 

GCVS contributes 6% salary on condition the member of staff contributes at least 4%. This can be joined on completion of three months employment. Life Assurance when joining the pension: 3 times your salary payable on death in service.

Flexi time; 
GCVS operates a flexi-time system.  Any additional hours or evening work required will be recompensed via flexitime. GCVS is committed to Work-Life Balance.
Reduced working week – Pilot period until end of January 2023

We are currently trying a reduced working week pattern. Full time week has reduced from 35hrs to only 32 hours. The salary has not been reduced as part of this initiative, and it is not intended to change if we continue with the reduced working week. Effectively employees are working less hours for the same salary. This approach is already improving employees work – life balance successfully. The reduced working week pattern may continue permanently. This will be informed by January 2023. 
PERSON SPECIFICATION

POST TITLE:  Communications Officer
Essential skills for this post

· Strong understanding of communications and marketing principles, in particular an understanding of inclusive communications

· Experience of developing and implementing a communications strategy 

· Experience of developing communications approaches to engage with people who are often not reached
· Strong customer-focused skills, communication and interpersonal skills 
· Well organised, with the ability to independently plan future work
· Energy, creativity and enthusiasm for the role and a “can do” attitude.

· A good understanding of “what works” in terms of effective communications for different audiences and experience of delivering effective communications activities. 

· Excellent written and verbal presentation skills and an ability to act as a strong, effective ambassador for the project 

· Educated to SCQF Level 9 or with comparable experience.  

· Creative, with an eye for effective design and consistency to ensure the
project maintains its brand identity.
· Competence and confidence with using technology to further communications, ideally in areas such as social media, video and digital

· Experience of editing and developing web content and using Content Management Systems (CMS)

Desirable
· A formal communications or marketing qualification.
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