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JOB DESCRIPTION: Communications & Parliamentary Officer

1. DETAILS

Job Title: 		Communications & Parliamentary Officer

Location: 	We are currently developing new ways of working together following the end of COVID restrictions. For now, staff are working in a flexible, hybrid way between home and office (with a contract based in our Edinburgh office). Given the nature of this post, regular working from the CCPS office in Edinburgh and attendance at external meetings across Scotland will be required.

Reporting to: 	Head of Communications & Engagement

Terms: 		Full time, permanent (35 hours per week)
[bookmark: _Hlk127977153]
2. INTRODUCTION AND BACKGROUND
[bookmark: _Hlk127977163]CCPS’s mission is to identify, represent, promote and safeguard the interests of third sector and not-for-profit social care and support providers in Scotland, so that they can maximise the impact they have on meeting social need. We are a membership organisation with more than 90 members, mostly large national charities. For more information, visit: www.ccpscotland.org. Please also see CCPS’s 2023-24 Organisational Commitments Chart included in the job information pack. 

[bookmark: _Hlk127977182]Job purpose:

[bookmark: _Hlk127977198]Under the direction of the Head of Communications and Engagement and informed by our strategic aims, the post-holder will drive engagement with the media, the Scottish Parliament and other stakeholders to strengthen CCPS’s reach and influence on behalf of our membership, and support delivery of our communications work.

KEY RESPONSIBILITIES: 

a) Parliamentary engagement

· Developing and delivering political / parliamentary engagement for CCPS and supporting the Head of Communications & Engagement in ensuring our influencing work is effective
· Engaging with MSPs, researchers, parliamentary staff, and other key stakeholders 
· Monitoring parliamentary events and policy / legislative developments at Holyrood to identify and respond to issues and opportunities
· Ensuring that coordinated parliamentary engagement is reflected in CCSP’s wider communications output and engagement and linked to key policy priorities.

b) Digital communications

· Researching and developing digital outputs, including social media assets, aimed at increasing engagement and fulfilling strategic aims
· Developing innovative and engaging content on the CCPS website and across our other digital platforms
· Creating guidelines and monitoring engagement and quality of digital communications from a continuous improvement perspective.

c) Media engagement

· Undertaking reactive and proactive media engagement: responding to media enquiries, issuing press releases and scoping opportunities for growing our media profile, in line with CCPS strategy, policies and campaign work
· Developing and maintaining positive relationships with journalists in Scottish and UK media
· Working with CCPS members to develop stories to support CCPS communications and campaigning work.

d) General
· Preparing communications, reports and briefings for internal and external audiences covering the areas described above
· Contributing to effective internal communications and organisational identity / coherency through communications expertise
· Implementing CCPS’s brand identity
· Any other duties as directed by the Head of Communications & Engagement or the CEO.

[bookmark: _Hlk127989553][bookmark: _Hlk127989566]PERSON SPECIFICATION:

What we’re looking for  

Successful candidates will be able to evidence their experience and skills and take a strongly values-led approach to parliamentary engagement and communications work. They should be happy working in a small team and deadline-driven environment.
Essential criteria

1. [bookmark: _Hlk128499991]Thorough understanding of the political and media landscape in Scotland 
2. Experience of parliamentary engagement work
3. Significant knowledge and experience of using digital communications, particularly social media 
4. Experience of media engagement work
5. Experience of digital analytics and evaluation
6. Excellent organisational and planning skills, and attention to detail
7. Excellent written and verbal communication skills
8. Excellent digital skills, including use of videocall software and MS Office
9. Ability to work as part of a team and to work independently, while proactively prioritising your workload and effectively managing your time
10.  A flexible and creative approach
11.  Experience of working sensitively and ethically with people to share stories
12.  A commitment to CCPS’s aims, including an understanding of equality of opportunity and non-discriminatory practice. 

Desirable criteria

1. [bookmark: _Hlk127990063]Evidence of undertaking professional development relevant to the role
2. Journalistic experience or training
3. Experience of using a CRM
4. Experience or working knowledge of social care / voluntary sector.
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