[image: LCiL logo(1)]

Lothian Centre for Inclusive Living
Job Description


Post Title: 		        Communications and Events Officer

Post Salary:	        £29,500 pro rata – 21 hours per week
                                    
                                    LCiL offer a hybrid model of working. 
                                  
Responsible to:	        Peer Support and Learning Manager

Post Objectives:
The Communications and Events Officer will oversee LCiL’s internal and external communications. You will build awareness of the work of the organisation and our brand, and convey messages and content to a broad audience, contributing to our work to support the right for disabled people to live independently and take control of their own lives.   	


Main Duties: 

Communications
·  Lead on the LCiL’s internal and external communication channels.
· Review LCiL’s current communications channels, and lead on the development of improving and enhancing these to improve our internal connections, and to increase our reach and positive impact on the lives of disabled people. 
· Create a communications strategy.
· Ensure all external activities align with LCiL values and mission.
· Create online communications and content for our website, social media channels, and newsletters.
· Develop high quality content, across a range of media platforms that is accessible, engaging and relevant to our service users, and a wide range of audiences.
· Manage social media day-to-day, and set up processes to monitor interactions and measure impact. 
· Collaborating with the CEO and others, plan and manage public relations campaigns.
· Respond to media requests.
· Create press releases.
· Work across of LCiL teams, services, and departments to maintain up to date knowledge of the work of LCiL, to create ways for information-sharing and collaboration, and to ensure LCiL colleagues are aware of organisational updates and developments.
· Lead on the use and development of LCiL branding and style guidelines.
· Monitor, evaluate, and report on the success of our communications, and take forward ideas for improvements and development.  

Events
· Create and manage an organisational events and communications calendar.
· Lead on the planning and delivery of a variety of LCiL events.
· Monitor and evaluate the success of LCiL events and provide reports and recommendations to the CEO, Board members, and Managers for future activities.

Engagement and partnership
· Develop and maintain positive working relationships with key stakeholders including LCiL service users, partner agencies, organisations, and funders.
· Build effective networks with key individuals and agencies in the voluntary, public, and private sectors as appropriate.
· Maintain awareness of wider policies and political initiatives that are relevant to the delivery of LCiL services. 

Other
· Carry out other reasonable duties as required relevant to the Communications and Events Officer role.


Decisions made in the course of the job:
· You create LCiL’s communications strategy.
· You make recommendations to the CEO, Board, and other senior managers on the direction and focus for LCiL communications.
· You initiate and maintain relevant external contacts and relationships.
· You monitor and evaluate services. 

Contacts:
· Disabled people, people with long term conditions and carers.
· LCiL’s Board, staff, and members.
· Funders.
· Disability organisations and wider organisations across relevant sectors.  



Supervision Received:
The post holder will line managed by the Peer Support and Learning Manager and will receive regular 1-2-1 supervision.  The post holder will be expected to attend team meetings, training courses, LCiL events and other meetings deemed appropriate to the functioning of the role.


Complexity and Creativity:
The Lothian Centre for Inclusive Living is an innovative and demanding organisation which has a significant impact on the lives of disabled people, their families and carers.

The provision of support which enables disabled people to increase their level of self-control in all aspects of their lives is highly complex.  It requires sensitivity, a knowledge of services which are available to disabled people, up-to-date knowledge of relevant legislation, an understanding of the concerns of disabled people, a commitment to the Social Model of Disability, and an understanding of the Independent Living Philosophy.

The post holder is required to contribute as part of the larger team to ensure LCiL maintains an integrated approach and standards of excellence. The post holder must be able to work under pressure within a challenging and sometimes uncertain social, political and financial climate.

It is essential that the post holder can work within an organisation which is led and managed by disabled people.

LCiL are a disability confident employer and as such, if you require any support during any part of the recruitment process, please contact HR@lothiancil.org.uk

                                                                                                    September 2023

Job Title: Communications and Events Officer

	
		Essential
		Desirable

	Education and Qualifications
	· Educated to secondary level
	· Relevant qualifications or higher education training.

	Skills and Abilities
	· Excellent communication skills, both written and oral, with the ability to write and edit content for a range of audiences and stakeholders.
· Excellent organisational and time management skills.
Skilled in use of IT e.g. Microsoft Office, case management packages, personal and management tools.
· Excellent interpersonal skills, with the ability to build relationships and negotiate in order to manage workload and work with others.
· Knowledge of website and social media content and media production.
· The skills to multi-task and to be analytical.












	
	· Photo and video editing experience.
· Good working knowledge of marketing platforms such as Mailchimp and Canva.


	Experience & Knowledge

	· Knowledge of data and information analysis.
· Understanding of data protection and media consent.
· A practical understanding of GDPR.
· Experience of working with sensitive information.
· Understanding of equal opportunities/anti-discrimination practice.
· Experience in planning and managing events.
	· Work or personal experience in a user-led environment.
· Understanding of the Independent Living philosophy and the Social Model of Disability.
· Experience of supporting volunteers.

	Other requirements

	· Commitment to LCiL’s mission and values with a desire to make a difference.
· Open-minded, acts with care and is supportive of others.
· Thoughtful and committed to learning, forward looking and solution focused.
· Demonstrable understanding of equal opportunities and anti-discrimination practices and requirements.
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