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Job Description 

Job Title:		Easy Read Creator 	
Salary:	 	£24,300 per annum (pro rata £12,497)
Hours:		18 hours per week
Location:	 	Flexible – office/home or mix
Closing Date:	5 pm on Friday 16 May 2025
Interview:		Week commencing 2 June 2025


Job Description Summary

The Easy Read Creator is responsible for converting information to Easy Read using plain language, supporting images, and a clear layout. The post-holder will be required to work with varied stakeholders, both internal and external, to support the continued development of Disability Equality Scotland’s Easy Read service.

Easy Read Translation

· [bookmark: _Hlk195563570]Translate a range of written materials into Easy Read, such as reports, surveys, newsletters, public information leaflets, event announcements, and step-by-step instructions for tasks and processes.

· Materials may be for internal use or external clients as part of the Easy Read Service. 

· Reword content into plain English, using short sentences and a clear, accessible structure.

· Provide simplified definitions for complex or inaccessible words and phrases to support greater understanding.

· Select or create images that clearly match the text, reinforcing the meaning visually for the reader.

· Quality check all materials for alignment with Easy Read standards.

Project Delivery

· Balance competing priorities and ensure timely delivery of Easy Read documents across internal and external projects.

· Keep accurate records of projects and version histories, using shared systems and processes.

· Collaborate closely with other Easy Read Creators to monitor and manage the workload effectively.

· Use and help improve shared tools such as templates, image banks, and guidance documents.

· Take part in collaborative editing and feedback processes to continuously improve the quality of Easy Read materials.

· Involve Easy Read users in reviewing and testing materials through the Easy Read User Feedback Group. 

Partnerships and Relationship Building

· Respond to enquiries about Easy Read translations promptly, identifying and clarifying the client’s specific needs.

· Keep clients up to date with regular updates on document progress, ensuring all deadlines are met.

· Develop lasting relationships with key partners to support smooth project delivery and encourage repeat work.

Reporting 

· Provide regular updates on project progress, maintaining a clear and organised record of all Easy Read projects, including status updates, timelines, and client feedback.

· This post reports to the Communications Manager. 

Demands of this post

· This post that requires flexibility and the ability to manage a steady workload with competing demands and deadlines.

· The post requires a level of communication skills and interpersonal skills, displayed both internally with staff and externally with partners, funders and stakeholders.

Person Specification

The Job Factors outlined below describe the knowledge, skills, and attributes needed to carry out this role effectively. They cover a range of areas, including the required level of education or experience, the nature of supervision received, and the analytical skills necessary for the role.

	Selection Criteria
	Essential (E)
Desirable (D)
	Where Evidenced
Application (A)
Interview (I)
References (R)

	Qualifications


	Qualifications of at least National 5, SVQ Level 2 or equivalent.

	E
	A

	Experience


	Experience simplifying complex information for a range of audiences.

	E
	A / I

	Experience translating written materials into Easy Read or another accessible format.

	D
	A / I

	Experience working to deadlines and managing multiple tasks simultaneously.

	E
	A / I

	Understanding of the social model of disability and a commitment to disability, equality and inclusion.

	E
	A / I

	Skills and Knowledge	


	Excellent written communication skills, with the ability to write in plain English and explain complex ideas clearly.

	E
	A / I

	Strong attention to detail, with excellent proofreading and quality-checking skills.

	E
	A / I

	Excellent organisational skills, including the ability to prioritise tasks and manage time effectively.

	E
	A / I

	Good working knowledge of Microsoft Office applications and processes, including Word, Outlook, Excel, Teams and SharePoint.

	E
	A / I 

	Ability to work effectively as part of a team and contribute to collaborative projects.

	E
	A / I

	Competencies and Personal Attributes


	Ability and flexibility to react effectively to changes in the project plan or to partner requirements.

	E
	A / I

	Excellent interpersonal skills to effect and maintain good partnership collaboration.

	E
	A / I

	Flexible approach to workload.

	E
	A / I

	Ability to work independently and as part of a team.

	E
	A / I

	Enthusiasm and commitment

	E
	A / I 

	Ability to plan for and work to tight deadlines.

	E
	A / I

	Calm and efficient approach to meet project and partner demands and deadlines.

	E
	A / I 

	Business Requirements


	Occasional requirement to attend events and staff development days. 

	E
	I
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