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Communications Officer

Job Description

Job Title:  			Communications Officer

Responsible To: 		Chief Executive

Location: 			40-44 Eglantine Avenue, Belfast

Hours:  			25 per Week

Contract:			Fixed term contract for 10 months (maternity cover)

Salary:  			S02 / Points 32-37 / £27,323 - £31,160 pro rata


Overall Purpose of Post

To support and assist in the organization and delivery of PR and marketing projects and campaign activity

Key Responsibilities:

1. Develop the PR profile of the organisation
1. Manage the organisation’s advertising, including outdoor, print, broadcast and digital
1. Assist with the planning and implementation of fundraising and awareness campaigns
· Liaise with external designers to develop larger project / campaign branding and oversee delivery of projects/campaigns
· Assist with development and delivery of marketing the “Care in the Sun” strategy 
· Develop digital media content to increase the organisation’s online presence
· Proactively identify opportunities to promote the organisation
· Assist in organising the response to media requests
· Develop and implement marketing plans 
· Ensure the implementation of the “Cancer Focus Northern Ireland” brand across the organisation

Additional Tasks:

· Develop and maintain a library of relevant reference materials, press clippings and photographic material
· Assist with the preparation of promotional copy, including the design of internal and external news sheets
· Represent the organisation at conferences and external events
· Fully brief all staff participating in interviews 
· Assist with the maintenance of the website
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Communications Officer

Person Specification


This Person Specification sets out the experience, qualifications, skills and qualities which we believe are necessary for this role. Criteria to be used for short-listing are marked “S” and criteria marked “I” will be assessed at interview: your application form should show evidence of how you meet all of the criteria.


	
	
Essential

	
Desirable

	
Experience
	
· Minimum 5 years’ experience in PR, marketing or communications(S)
· Dynamic approach to promoting and marketing an organization (S)
· Experience of dealing with the media (S) 
· Proven track record of developing and delivering effective digital content (S)
· Excellent copywriting skills (S)
· Evidence of flair for creativity and innovation (S)

	


	
Qualifications
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· 3rd level qualification in PR, marketing or communications  (S)
· Digital Marketing qualification (S)
· Relevant Professional qualification (S)


	
	
Essential

	
Desirable

	
Skills
	
· Excellent interpersonal skills with the ability to inspire trust and enthusiasm (I)

· Ability to manage a complex workload with competing priorities (S)
· Competent user of Microsoft packages, website content management systems and various social media platforms (S)

	

	
Personal Qualities
	
· Enthusiasm, drive and commitment to continuous improvement (I)

	



Applicants will hold a full, current driving license and have access to the use of a car or some other appropriate form of transport to carry out the duties of the post. 

This Job Description is not exhaustive. It merely acts as a guide and may be amended to meet the changing requirements of the charity at any time after discussion with the post holder.
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