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	JOB DESCRIPTION

*CVs not accepted please download and complete an application pack.

	Post Title:
	Communications Strategy Officer

	Salary & Hours:
	 PT 21 hours per week, £24,944 pro-rata
Fixed term contract for one year. 

	Deadline for Applicants: 
	Monday 17th September 

Interviews will be held in the week of September 24th  
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	· Participate in the Southern Brooks communications steering group to oversee and steer the posts work. 
· Make the website the go-to destination for all our information, that is accessible, accurate and engaging by auditing website content and creating a plan to ensure this is sustained beyond the post. 
· Develop an accessible guide to communications and project marketing with tools, templates for staff and volunteers to effectively communicate and promote their work in a consistent, high quality, brand aware manner. 
· Support staff through the recent implementation of Southern Brooks Community Partnerships new social media strategy working closely with our social community manager. 
· Support team members to explore the need to establish newsletters, appear in local press and develop reader bases and create a clear system for staff to get stories out to partners. 

· Facilitate training opportunities for staff and volunteers to feel confident in talking about Southern Brooks Community Partnerships and create a range of standalone resources for staff to independently access.
· Support the organisation to evaluate the impact of the communications changes, suggesting appropriate adjustments to meet the needs of staff and the organisation. 

· Research best practise in community communications identifying effective models. 

· Work with our Patchway Community Coordinator to identify communication needs in Patchway 

· Work with our Volunteer Coordinator to engage volunteers from Patchway who are passionate about improving communication. 

· Develop a community communications plan for Patchway with local volunteers and put in place the structure to ensure they can deliver this plan. 
	

	GDPR

	All employees are under a legal obligation not to use or disclose any personal information that comes into their possession during their duties in any unauthorised manner.  Duties and obligations that relate to this particular post will be explained to the post holder upon appointment

	Supervisory Responsibility
	Will be required to supervise volunteers.


	Supervision Received
	General supervision will be received from their line manager a member of the Southern Brooks leadership team with an oversight for communications. 

	General
	The role will be based in our Office in the Coniston Community Centre Patchway, but travel may be required to our other offices in Kingswood and Yate. 
Some evening or weekend work may also be required on an ad hoc basis to support Southern Brooks’ work. 


Person Specification 
	Experience
	· Experience of working in a cross-team environment and communicating across teams with remote workers. 

· Knowledge of marketing and communication techniques relevant to small charities 
· An understanding of staff development and how to support staff through periods of change
· An understanding and commitment to SBCP values and experience of working for a values oriented organisation. 
· Experience of delivering communications for an organisation including using social media, managing mailing lists, creating newsletters writing press releases and developing websites. 
· Experience of delivering training.
· An understanding of GDPR legislation and other legal requirements for small charities.
· Experience of working with volunteers. 


	Skills
	· Excellent communication skills in writing, on the phone and face-to-face with the ability to communicate effectively with the general public, staff from a wide range of community groups and partners. 
· Excellent IT skills including the ability to create e-learning modules.  
· Excellent skills for working on and editing WordPress websites
· A good level of social media competency 
· Ability to build good relationships with people
· Ability to work on own initiative and prioritise workload
· A practical approach to problem solving



  Job Purpose





This role will deliver on two funding streams helping Southern Brooks to improve its internal communications and working with the local community in Patchway to improve community communications for all. 





Focusing on Southern Brooks internal communications you will work across teams to support Southern Brooks to action its communication strategy, meeting our key communications targets by putting in place sustainable processes to support staff to effectively communicate both internally and externally. You will work with the local community in Patchway to understand what is working well and what needs improvement in local communications, developing a plan to help reach more people in the community led by community volunteers. 





The primary purposes of this role are to:


Action SBCPs communications plan 


Work with the staff team to identify how best to support them around communications 


Develop our communication templates, policies, guides and training to ensure the sustainability of effective communications in the organisation beyond the duration of the post


Research best practise in community communications finding models that work


Work with local people to understand what the Patchway community needs to improve communications


Work with a group of local volunteers to develop a community communication plan for Patchway and support them to develop the skills and networks to deliver this plan. 


We have a mission of “Strong Communities Powered by People”.  We know that successful communities have people who are excited by change, learning and working together, able to influence decision making, have the skills and confidence to be involved in their communities, able to make health choices as well as building and sustaining good relationships. To work effectively in this role you will share our values.  We are passionate about helping people to make a difference in their lives, families and neighbourhoods.  We work in a flexible way which embraces equality and diversity; we find creative and innovative ways to encourage participation; through working and learning together we build skills and networks that create better communities. 
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