[image: A close-up of a logo

Description automatically generated with medium confidence]
 Borders Community Action Communications & Engagement Officer Job Description
	Number of Hours:
	21 per week

	Salary:	
	£28,019 - £29,900 pro rata

	Accountability of post:
	The post holder will be line managed by and accountable to the Borders Community Action Head of Operations

	Location of the post:
	Scottish Borders, Hybrid Working – Community Working and Homebased



Purposes 
This is a new and exciting role in a fresh dynamic organisation that is looking to maximise the capability of the vital third sector across the Scottish Borders. The post holder will be a conduit for sharing information with our members and ensuring that third-sector organisations' needs are heard and represented locally and nationally. 

Key Responsibilities 
The post holder will be expected to act as the communicator on behalf of Borders Community Action (BCA) and our members, supporting the delivery of the organisation’s strategy and playing a key role in delivering our communications plan, creating website and social media content, publishing and marketing materials as well as branding and information about our events and activities. 

The postholder’s duties are:

· Create and maintain a communications framework and strategy 
· Identify appropriate channels of communications for categories of stakeholders and develop regular communications including a newsletter, bulletins and social media posts
· Use public relations, marketing, digital and social media expertise to implement plans
· Develop content that supports BCA and inspires our internal and external audiences. This may include video, photos, audio, podcasts and traditional media releases, social media, etc
· Raise the profile of the Borders Community Action and its services within the wider community, both locally and nationally
· Increase awareness and engagement within BCA and the third sector 
· Provide regular internal and external reports outlining successes and key findings to feed into the Communications Strategy for future plans and activities 
· Monitor and evaluate the effectiveness of the communication activities with the CEO and amending the communications strategy as necessary 
· Identify suitable funding information for BCA and its members
· Create electronic surveys for members’ feedback, polls and surveys to measure and evaluate effectiveness of BCA work
· Develop new approaches that add value to the BCA brand and engage more people 
· Work with the team to ensure that there is a continuous process of stakeholder identification, analysis and members’ engagement 
· Identify appropriate channels of communications for categories of stakeholders and develop regular communications including a newsletter, bulletins and social media posts
· Develop and create content for all BCA communications channels including website, social media, bulletins, PR, newsletters, roadshows, and events campaigns.  
· Promote the benefits of the BCA to prospective members, external organisations and other potential stakeholders
· Create graphic reports, illustrations, and infographics to share BCA message with members
· Ensure that all BCA members can have the opportunity to engage with us and that their contribution is recorded and recognised
· Identify local statutory and non-statutory services and organisations and cultivate professional partner relationships and membership referral routes

Personal Development 
· Keep abreast of developments in communications and best practice approaches 
· Maintain up-to-date knowledge of relevant legislation and regulation especially GDPR 
· Maintain up-to-date knowledge of the work of the third sector 
· Support a culture where improvements can be made because of lessons identified, captured, assessed and implemented 

Additional Requirements 
· Adhere to the BCA policies and procedures 
· Work within agreed budgets and timescales 
· Carry out other duties as may be reasonably assigned from time to time 

Key Contacts 
The role will be responsible for the framework and delivery of the BCA Communications Strategy and will have contact with a broad range of stakeholders including: 
· Key partners and prospective partners 
· Scottish Borders Council and Borders NHS 
· Scottish Government and National Agencies 
· The wider Borders Third Sector Partners 
· Health and Social Care Partnership staff at locality level 
· Other TSIs 


Borders Community Action Communications & Engagement Person Specification
SKILLS 
Essential 
Ability to provide a high standard of service to members and other stakeholders.
Excellent written and oral communications skills
Strong planning and organisational skills
Strong internal and external networking and engagement skills
Ability to work on own initiative, manage workload and work to deadlines
Able to work as part of a team and actively contribute to it
Ability to produce visually appealing multimedia content, particularly using social media
Proficient IT skills and use of Mailchimp, Canva and Salesforce
Record keeping and report writing skills
Desirable 
Successful track record working in a membership and or volunteer related environment
Successful track record of organising engaging events

EDUCATION & KNOWLEDGE 
Essential 
Willingness, ability and commitment to undertake training
Desirable 
Understanding of the third sector in Scotland

PREVIOUS EXPERIENCE 
Essential 
Experience of digital and social media, PR, marketing and events related experience.
Experience of creating graphic presentations, newsletter content
Experience using CRM systems 
Desirable 
Experience of working in a multi-agency setting
Some experience of working with the Third Sector

OTHER 
Essential 
Ability to work with minimum supervision to a high standard
Driver with access to own transport and Business Insurance
Ability to be flexible about working at evenings and weekends
Commitment to diversity, equality and anti-discriminatory practice
Desirable
Confident and self-motivated
Flexible, “can-do approach”
Patient and approachable
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