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River Kids -  Events & Communications Officer job description

	 Post title 
	Events & Communications Officer  

	 Salary range 
	£24,843 per annum

	 Hours of work 
	35 hours per week.  Some evening and weekend work may be required. 

	Contract 
	Permanent

	 Area 
	Broxburn & West Lothian  

	Base location 
	Working from our office in Broxburn with occasional travel throughout West Lothian. 

	 Responsible to 
	Charity Manager 

	 Last update 
	August 2026


 
River Kids Children’s Charity based in Broxburn and serving the whole of West Lothian work with Professional agencies (NHS Lothian, West Lothian Council and other Charities) to provide in-kind and financial support to children and young people experiencing material deprivation and other barriers to development. This is achieved via a referral process with over 700 referrals received annually. We pride ourselves on the ability to deliver when required through engagement with the local community, businesses and external funding via Grants. We also deliver the West Lothian Toy Appeal every Christmas ensuring over 3,000 children and young people will receive a gift on Christmas day and other celebratory occasions.

Purpose of the post 
The purpose of the post is to support a small team delivering big results. The charity has existed for over 20 years and has evolved into a critical part of West Lothian Council’s ‘Tackling Poverty Strategy’ alongside other Agencies and Charities. 

The communications and events officer will work closely with the Charity Manager and Project Lead bring our story to stakeholders to enhance our support. This will be achieved through the continued development of existing Events to increase both income and satisfaction levels. Full support will be provided to understand the events and an expectation will be that over a period these events will be managed solely by the potential candidate. To achieve this, it is important that we are consistent with our community engagement through our social media as well as attending meeting and events to tell our story. River Kids expect the candidate to take ownership of these channels and recognise the importance of tone of voice and information we use in order to engage positively with all stakeholders.

  
Main duties and responsibilities 
1. Plan, organise and deliver approximately 3–4 River Kids fundraising events each year, taking responsibility from initial planning through to delivery and evaluation.
2. Develop and maintain our successful existing events while identifying opportunities for new fundraising events and activities.
3. Manage River Kids' day-to-day social media presence and create engaging, appropriate content across our platforms.
4. Use our communications to tell the story of River Kids, demonstrate our impact and connect with relevant supporters and stakeholders.
5. Build and maintain relationships with local businesses, community organisations, supporters and other stakeholders.
6. Proactively approach businesses to develop donations, sponsorship, fundraising and other forms of support.
7. Encourage and support individuals, groups and organisations to fundraise on behalf of River Kids.
8. Identify opportunities for community fundraising and engagement and turn promising opportunities into activity.
9. Represent River Kids at community events, information days, networking opportunities and other public-facing activities.
10. Promote River Kids' campaigns, appeals, events and wider work.
11. Maintain relationships with existing supporters and look for opportunities to deepen their involvement with the charity.
12. Monitor the performance of events, communications and engagement activity and contribute to relevant KPIs and reporting.
13. Work closely with the Charity Manager and Project Lead to ensure communications accurately represent our work, values and impact.
14. Support the wider operational work of River Kids when required, recognising that working within a small charity requires flexibility and a hands-on approach.



Working environment 

The post holder will:
· Work predominantly our office in Broxburn Monday -Thursday with remote working on Friday. During busy periods in particular October -December the role will be entirely office based.
· There will be occasional travel throughout West Lothian  
· A valid driving licence, access to own transport is preferable  
· The remit of this role requires flexibility which includes limited weekend work 
· The ability to work as a lone worker within a smaller team with and understanding of the resource limitations and need for teamwork within a medium sized charity   


Qualifications: 
· While we would welcome the knowledge gathered through relevant qualifications, we are just as interested in relevant work experience within the role and third sector
· Demonstrable continuing professional development in relevant areas


Knowledge: 
· Event planning & management
· Social Media platforms growth and management
· Website updating (preferred but not essential)


Skills and competencies: 
· Excellent interpersonal and communication skills, both verbal and written
· Canva and formidable forms competency
· Ability to form positive relationships with Stakeholders
· Ability to work both collaboratively as part of a team and on own initiative 
· Ability to manage your time and workload to effectively prioritise and meet deadlines 
· Ability to effectively plan 
· Excellent administrative skills 
· Willingness to learn and develop your skills 
· A reflective approach to your work and service delivery 
· A positive can-do attitude

Experience in: 
· Working in a similar role within the third sector 
· Engaging with a range of audiences
· Raising awareness and facilitating information sessions 
· Working in a collaborative way  
 
Other
· Suitable references


We welcome and encourage applications from those that understand how unique and rewarding it can be to work within a small team keen to improve the service year on year   
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