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Job Description
Job Title:
PR and Communications Officer
Salary:


£28,785 per annum pro rata
Organisation:


Voluntary Action Coventry
Accountable to:
Chief Executive
Location:

27-29 Trinity Street, Coventry CV1 1FJ
Hours of work:
7 - 12 hours per week (to be agreed)
Chief Duties: 
Take responsibility for producing, publishing, and managing all written content across the website, direct mailings, media advertising, press releases, blogs, thought pieces, social media, and emails.
Specific Duties
1. Increase awareness of the charity through effective public relations, building awareness and understanding of aims, purpose and impact.
2. To take a lead on providing and scheduling posts on the organisation’s social media accounts.
3. To update and post information to the organisation’s website.
4. Work with VAC project staff to support their recruitment/promotion campaigns and PR.

5. Support the CEO with strategic activity and updating of the Communication Strategy.
6. Communicate effectively to stakeholders via electronic formats such as mail chimp, email, including production of a regular e-bulletin.
7. To undertake periodic research with stakeholders on their perception of the organisation.
8. To use and encourage the use of internal data and monitoring and evaluation systems to ensure the organisation captures information that supports the achievement of outputs and outcomes.
9. To ensure that all aspects of the organisation’s activities are promoted to a range of stakeholders using suitable content and engaging methods.
10. To attend/organise events and meetings to promote the organisation.
11. To act as the brand guardian for the organisation, ensuring awareness of the brand guidelines and compliance.
12. To keep abreast of news and policy changes affecting the VCSE sector
General duties
1. Undertake other necessary, reasonable duties and appropriate tasks as requested by the Chief Executive.

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
5. To take responsibility for personal learning and development


Location

27-29 Trinity Street, Coventry CV1 1FJ or home based.
PR and Communications 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 website maintenance

· Experience of writing press releases, pitching to journalists and securing coverage.
	

	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
· Adept with Mailchimp or similar email marketing software

	

	Knowledge and understanding


	
	· Understanding of the voluntary and community sector.



	Personal attributes


	· Self-starter

· Outgoing and enthusiastic approach

· Flexible, solution-focused, 'can-do' attitude

	Educated to degree level or equivalent with a relevant qualification in English language / literature, Marketing, communications or related.
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