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 Job Description
Job Title:
VCSE Mental Health Alliance Communication & Administration Officer
Salary:


£25,295 per annum pro rata
Duration:


12 months with the potential to extend if funding secured
Organisation:


Voluntary Action Coventry
Accountable to:
Chief Executive
Location:

27-29 Trinity Street, Coventry CV1 1FJ
Hours of work:
28 hours per week – There may be occasional evening or weekend work.

Chief Duties: 
To promote the VCSE (Voluntary, Community and Social Enterprise) Mental Health Alliance to potential members and other stakeholders and support the activity of the VCSE MH Alliance Steering Group and the Partnership Officer. 
Specific Duties
1. Promote membership of the VCSE Mental Health Alliance to voluntary, community and social enterprises building on existing relationships and creating new connections.

2. Support meetings and events through room booking, co-ordinating diaries, sending invites, on-line meeting hosting, minute taking and circulation.

3. To take a lead on the development of a range of marketing materials to promote the VCSE MH Alliance.
4. To plan, schedule and co-ordinate social media content for the VCSE MH Alliance
5. To produce communication plans for the VCSE MH Alliance in line with work priorities, strategic objectives.
6. To produce content for VCSE MH alliance members to use on their websites and social media
7. To support regular monitoring and evaluation of activity undertaken and its impact with members/stakeholders/service users.
8. Develop a database of VCSE MH Alliance members.
9. Establish relationships with communications staff from key stakeholders, such as Coventry and Warwickshire Partnership Trust, the Clinical Commissioning Group, Coventry City Council Warwick County Council and the Health and Care Partnership.
10. To assist in other VCSE MH Alliance activities as required. 

General duties
1. Undertake other necessary, reasonable duties and appropriate tasks as requested by the Chief Executive or VCSE MH Alliance Steering Group.

2. To carry out the duties of the post at all times in accordance with VAC's HASAW, Equal Opportunities and all other VAC policies and procedures.

3. Keep up to date with good practice in communication and marketing.

4. To enact the values of Voluntary Action Coventry and the VCSE MH Alliance

5. To take responsibility for personal learning and development


Location

27-29 Trinity Street, Coventry CV1 1FJ.  There will also be times when the post holder will need to travel and work from locations across the sub-region.
VCSE Mental Health Alliance Communication and Administration Officer
Person Specification

	
	Requirement

	
	Essential
	Desirable

	Experience


	· Experience of producing information in different formats

· Experience of writing and updating website content
· Experience of designing promotional material
· Demonstrable experience in the use of different social media channels

· Experience of writing campaign messages for different media
· Experience of minute taking and supporting meetings
	· Experience of working to targets and outcomes
· Ability to write in plain English to produce information for the public



	Skills


	· Ability to form and maintain good working relationships with external organisations/contacts

· Competent in all aspects of MS Office.

· Competent using Outlook and online meeting tools

· Record keeping skills and attention to detail

	

	Knowledge and understanding


	
	· Understanding of the voluntary and community mental health sector.



	Personal attributes


	· Self-starter
· Outgoing and enthusiastic approach
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