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ROLE DESCRIPTION
	Job Title:
	Information Writer


	Division:


	Charity Services

	Department:


	Information, Advice & Friendship

	Location:
	Edinburgh (Causewayside House) and home working (hybrid working)


	Geographical Focus:


	Scotland wide

	Contractual Status of Role:
	Permanent 


	Hours of Work:
	Full time, 35 hours per week



	Salary:


	£30,085 pa

	Job Title of Line Manager:
	Information Manager 

	Job Titles and number of any direct reports:
	None

	Job Purpose:
	We know that growing older doesn’t come with a manual. Later life may bring opportunities and challenges, and people my need to know about rights, organisations and services which are often unfamiliar. That’s why we provide free information and advice to help older people on a diverse range of topics. 
You will work closely with the Information Manager to grow our information services. Developing and producing innovative and useful information and advice resources across a number of channels including print, digital and face to face workshops, you will enable older people to make informed decisions about their future. 

Develop and deliver rights-based training for the Age Scotland helpline team.
Living our values, you will approach the role with integrity, while involving, inspiring and empowering our teams, so together we can create better outcomes for older people in Scotland.
 

	Main Responsibilities:

	Information resources

With the Information Manager: 
· Research, develop and maintain Age Scotland’s information guides.
· Work with Age UK on UK-wide information guides and factsheets 
· Maintain and develop information content for Age Scotland’s website including working with new content formats/conventions and technology. 
· Where possible, consult older people, specialist colleagues and the helpline team in the development of information resources.
· Ensure that all information is as accessible and dementia friendly as it can be and has appropriate scope and level of detail. 
· Work with agencies including NHS Scotland, Scottish Government and specialist charities to ensure the accuracy of written material.
· Work with the policy team to identify and track future developments and highlight issues or difficulties with proposed changes to law or guidance. 

· Provide expert support on the development of rights-based training delivered by Age Scotland projects.
· Maintain or adapt specialist project information guides after the end of funded projects. 

· Support the collection of feedback for evaluation.
· Run regular CharityLog reports to identify the number and patterns of usage of information guides ordered. 

· Attend relevant meetings and conferences (Central belt only).
· Support the delivery of workshops and community events as required. 




PERSON SPECIFICATION

	Experience
	· Experience of holistic advice work– preferably including welfare benefits and care. 
· Researching and writing information materials for the public.
· Experience of working with older people. 

· Developing and delivering rights-based training or workshops.


	Knowledge
	· A knowledge of the issues affecting older people in Scotland, in particular care, benefits and housing issues. 

· Knowledge of reliable sources of information to check the content of information and training.
· An understanding of how to provide effective learning opportunities for adults.
· An understanding of and commitment to equal opportunities – you need to relate positively to people of different cultures, backgrounds and experiences and believe in the equal value of people regardless of race, religion, culture, gender, age, disability or sexuality.


	Skills/Ability
	The ability to: 

· Write clear and concise information for the public, presenting complex issues in an accessible style.
· Ability to research, assimilate and organise complex information, including primary and secondary legislation, quickly and effectively. 

· Communicate effectively both orally and in writing.
· Work independently and as part of a team.
· Accept and manage feedback. 

· Work on own initiative, organising and prioritising workload to meet agreed targets.



	Qualifications
	None specified 



	Additional Information 
	· Commitment to working alongside and supporting volunteers.

· Willingness to work from the Edinburgh office when required (NB, travel costs from home to the office will not be reimbursed by Age Scotland).

· Employees are expected to have a suitable home work space with a good broadband connection for occasional home working.

· Employees enrolled in Multi-Factor Authentication (MFA or 2FA) will be expected to install and maintain the Watchguard app on either their personal or work mobile device.

· Commitment to the aims and vision of Age Scotland and the ability to demonstrate our values in your work (empowering, inspiring, inclusive and integrity).

· Employees are expected to undertake any and all other reasonable and related tasks allocated by their line manager.
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