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Job title:



Media and Communications Officer
Accountable to: 

Chief Executive
Job Purpose:
To increase the profile of the organisation and reach new carers
Salary:
£22,377 pro rata
Hours:
Part time – 18.5 hours

1) Main Duties and Responsibilities:  

· Overseeing the organisation’s website and ensuring it is a valuable information resource for carers and professionals.

· Maintaining the schedule of forthcoming publications and communications activities as part of your daily role.
· Writing, drafting and editing news releases, blogs and content.
· Supporting the production and communication of press releases and media requests

· Producing email newsletters and other email communications once a month.
· Supporting the production of content, video and graphics for social media channels

2) Key Tasks

Communications
· Ensure all website content is accurate, up‐to‐date, and well presented.  

· Prepare a monthly content plan to illustrate key messages being shared. 

· Maintain the overall schedule of forthcoming Carers’ Centre publications and 
communications activities. 
· Write/draft and edit news releases, publicity materials and other content for the website. 
· Develop content profiling Carers’ Centre work locally and success stories. 
· Monitor and respond to requests for information from carers, members of the public and professionals.
· Ensure communications created are accurate, consistent and in our house style.
Media
· Support the production and communication of press releases to raise the profile of the organisation.  
· Write/draft and edit articles and Carers’ Centre reports or publication in print/online outlets e.g. annual report.
Digital
· To develop monthly e-bulletins for carers and professionals to inform them about our services and local and national policy changes affecting carers.
· To create content/video/graphics for social media forums e.g. Twitter, Facebook.
· Proactively coordinate internal communications to promote Centre activities in a timely way.
General 
· Keep abreast of local and national changes which affect carers and support services in North Tyneside for the carer and the person they care for.
· Prepare bi-monthly media and communication reports for the Chief Executive and the Board of Trustees.
· Undertake any related administrative duties including sharing responsibility for answering the phone/ front door and taking messages to ensure we respond to carers in a timely manner.
· Attend and participate in regular supervision and team meetings in accordance with organisational policy and procedures.
· Attend and participate in annual appraisals and work towards personal and team objectives
· Attend mandatory training and identify training needs to develop in the role with the Chief Executive.
· Undertake any other reasonable requests for work as directed by the Adult Carers’ Service Manager, Young Carers Service Manager or the Chief Executive.

 5.
Person Specification
	CRITERIA
	ESSENTIAL
	DESIRABLE 
	HOW CANDIDATE WILL BE ASSESSED

	Value Base

	Approachable – is caring and compassionate
	(
	
	

	Empathetic – able to listen and understanding a carers individual journey
	(
	
	

	Responsive – able to listen to carers needs and deliver individualised support
	(
	
	

	Empowering – can support carers to have a voice in decisions that impact on their lives
	(
	
	

	Aspirational – can support carers to be ambitious
	(
	
	

	Education/Training

	Media and communications qualification
	
	(
	Application form/ Interview

	A minimum of 2 years’ experience in a media/communications role
	(
	
	Application form/ Interview

	Experience

	Experience of using Wordpress to manage websites. 
	
	     ((
	Application form/ Interview

	A strong track record of delivery and 

achievement in online and print 

communications
	(
	
	Application form/ Interview

	Using social media platforms to effectively to promote an organisation
	(
	
	Application form /Interview



	Updating and managing website content
	(
	
	Application form /Interview

	Effectively using online tools to communicate information e.g. Mailchimp
	(
	
	

	Providing and responding to requests for information from service users and the public
	(
	
	Application form/Interview

	Using tools to monitor the effectiveness of communications
	(
	
	Application form/Interview

	Knowledge/Understanding/skills

	Exceptional written communication skills for producing high‐quality content for a 
range of audiences and channels.
	(
	
	Application form/Interview

	Attention to detail and accuracy
	(
	
	Interview

	Ability to develop engaging online content
	(
	
	Application form /Interview

	Understanding of google analytics and other relevant sites
	
	(
	Application form / Interview

	Excellent IT skills
	(
	
	Application form /Interview

	Good organisational skills
	(
	
	Application form /Interview



	Good interpersonal skills
	(
	
	Application form /Interview



	Ability to prioritise workload and work to strict deadlines

	(
	
	Application form /Interview

	Knowledge of the issues that affect carers and the legislation and policies that impact their lives.
	
	(
	Application form /Interview

	Other

	Ability to work flexibly to meet the needs of the service
	(
	
	Interview/Application form



	Ability to travel around the borough
	(
	
	Application form
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