CARERS SUPPORT CENTRE (CSC)
JOB DESCRIPTION

Job title:



Marketing and Communications Worker 
Responsible to:


Marketing and Communications Manager
Hours:



18.75 hours per week
Salary:



£16,938 pro rata
Contract: 
6 months initial term
Place of work:
CSC, Gill Avenue, Fishponds, Bristol
Aims of the post
To:

· undertake marketing and communications activities to raise awareness of carers and promote the work of Carers Support Centre Bristol and South Gloucestershire
Main tasks
1.
Marketing and communications
To:

1.10 write and sub edit for CSC website, newsletter and e-bulletins
1.11 support and assist in major review of CSC website, including developing Google analytics reporting.
1.12 develop our social media presence, including Twitter, Facebook and others as appropriate
1.13 write case studies and press releases and liaise with community newsletters and other local media
1.14 assist in the writing and production of publications
1.15 develop the image bank
1.16 produce quarterly monitoring information, as required
1.17 develop and maintain relationships with external partners and suppliers as appropriate.
2.
General
2.1
To ensure that all work is carried out in accordance with the CSC’s policies and procedures.
PERSON SPECIFICATION
ESSENTIAL

Education

· Evidence of continuing professional development
Experience/knowledge
· At least one year’s experience of working in marketing and communications, or potential to develop quickly into this role
· Experience of writing targeted information eg newsletters, marketing materials, press releases 

· Experience of writing content for social media 
Skills

· Excellent written and verbal communication

· Excellent IT skills, including the use of social media and standard Microsoft packages
· Excellent organisational skills
· Excellent attention to detail

Attributes

· Ability to work on own initiative, manage time effectively, prioritise own workload and work to tight deadlines
· Ability to work with a range of different people 
· Ability to work as part of a team

Other
· A commitment to, and an ability to work in accordance with Diversity and Equal Opportunities Policies
DESIRABLE

· Qualification in marketing and communication

· Experience of developing a charity and/or corporate website

· Experience of handling media enquiries
· Understanding of the needs of, and issues for, carers

· Experience of using WordPress, MailChimp, Google Analytics
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