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Job Description

Job Title:	Senior Co-ordinator (Communications) Maternity Cover (Fixed Term 1 Year)
Accountable to:	Deputy Chief Executive
Salary:		£32,000 per annum
Location:	Flexible and hybrid working: The normal place of work is 166 Buchanan Street, Glasgow, G1 2LW, however, we encourage flexible and hybrid working to meet the needs of the post and to accommodate the post-holder.



Alcohol Focus Scotland’s Vision and Mission
Alcohol Focus Scotland’s (AFS) vision is a future free from the widespread health and social harm caused by alcohol. Our mission is to deliver effective and cost-effective action to reduce alcohol consumption and harm in Scotland and beyond. We make a unique contribution to preventing alcohol harm in Scotland by promoting evidence-based interventions that work for people and communities and which reduce health inequalities.


Job purpose
To lead, develop and oversee the provision of communications and information support across the organisation. To support delivery of the strategic plan and ensure Alcohol Focus Scotland’s vision is promoted widely and effectively to key influencers.  Current priorities include: broadening understanding of and support for minimum unit pricing; building support for comprehensive restrictions on alcohol marketing; and supporting increased understanding of the commercial determinants of health (CDoH).

Specifically the post holder will:
· Oversee the implementation of the organisation’s communications strategy, ensuring alignment with other operational strategies and the business plan.
· Lead and support the development of engaging, innovative and accessible information and advocacy campaigns on key issues, in collaboration with colleagues and key partners.
· Develop the organisation’s relationship with and representation in the media, working across multiple media platforms including social media, broadcast and print.
· Lead on written press enquiry responses and support senior management colleagues representing the organisation in broadcast media. 
· Oversee media monitoring to ensure colleagues are kept abreast of media stories and press coverage.
· Support colleagues across AFS to ensure all communications are of the highest standard and in line with the organisational ethos.
· Ensure published reports, briefings, presentations and resources are engaging and of a high standard.
· Oversee the timely production and distribution of the monthly e-newsletter, E-Focus, monitoring the effectiveness of its reach.
· Oversee, develop and maintain the AFS website.
· Represent AFS on relevant external groups and at meetings and events as required.
· Manage the development of communication methods and processes, ensuring best use of media and technology to maximise the impact of AFS’s communications and campaigns.
· Line manage the Policy & Communications Coordinator and other staff as required.




Critical knowledge, experience and skills 

Essential
· Experience of delivering within a fast-moving policy and communications environment.
· Experience of developing and implementing communication strategies, and public affairs activities including producing campaign content and materials for a range of audiences such as politicians, policy makers, practitioners and the general public.
· Experience of developing collaborative partnerships at a strategic level.  
· Excellent communication and analytical skills, with an ability to translate complex and technical information into clear and engaging key messages and content.
· Experience of delivering across print, broadcast and social media, with an ability to create engaging content for online platforms including websites, blogs and social media.
· Excellent written communication skills with experience of producing a variety of outputs including press releases, policy briefings and research reports.
· Experience of using a variety of technologies to maximise impact and use high quality communications in a creative and impactful way to influence opinion.
· Excellent interpersonal skills and ability to influence at senior level.
· Ability to assess and organise resources and plan/progress work activities. 
· Experience of representing an organisation and delivering formal presentations.
· Proactively engaged in professional development/training to keep skills and knowledge up to date.

Desirable 
· CIPR membership.
· Knowledge of the alcohol policy context in Scotland and awareness of the UK, European and international context.
· Demonstrate experience and knowledge of current alcohol policy, research and practice.
· Experience of undertaking media interviews.
· Experience of managing a budget.


Responsibilities of all AFS Staff
· Manage and prioritise workloads to ensure that deadlines are met.
· Maintain positive working relationships with all AFS staff and relevant Board members, ensuring that colleagues are kept up to date with relevant issues and developments.
· Undertake all work in line with AFS organisational values and contribute to team activity across work programmes as required.
· Undertake relevant professional development activities and training as agreed with line manager.
· Maintain confidentiality, including day to day observance of data protection guidelines.
· Adhere to all internal and external policies, procedures and contribute, as required, to their ongoing development.
· If required, work outside normal working hours, for which time off in lieu (TOIL) will be given.
· Have regard for your own and others’ health and safety.
· Demonstrate a commitment to equal opportunities and anti-discriminatory practices.
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