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The Job Details

	Job Title:
	Information & Communications Co-ordinator (Job Share)

	Salary:
	£22,167 pro rata to 15 hours

	Pension:
	5% of salary - please refer to full Policy for details of options

	Conditions:
	Refer to staff handbook for full details

	Holidays:
	Pro-rata equivalent of 32 days for full year April - March comprising 28 days + 4 fixed public holidays (as per contract)

	Hours of work:
	15 hours per week.  A Time-Off-In-Lieu system operates for any additional hours worked or the normal working day is altered.  Whilst this job is initially offered at 15 hours per week, it is hoped that over time it will grow as other funding allows.

	Probationary Period:
	As per Contract

	Notice Period:
	As per Contract

	Responsible to:
	Operational Manager 

	Responsibilities for:
	Project Volunteers

	Screening:
	This post is subject to satisfactory references & Disclosure



The Organisation

Carers Link wants to see carers of East Dunbartonshire have the best possible quality of life, through help and support for their caring role and the opportunity to pursue their own needs, interests or work. [image: ]


We are passionate about supporting carers because as staff, we’ve been there.  Some of us are carers now, whilst the others have been carers in the past.  Quite simply, we get it.  We know the tiredness, the guilt, the frustration, the loneliness, the sadness that can all come with caring responsibilities.  But we have also seen a community of carers grow locally over the last 15+ years, sharing in their support of one another, sharing in their laughter, in their tears and sometimes both at the same time.

This shared experience is one of the things that makes Carers Link TRUSTED.  Carers share so much of themselves with us because they trust us – not just to keep information confidential but to be there for them and to do what we say we will.  

The Job

Carers now have enshrined rights to information.

Information underpins all stages of a carer’s journey and providing them with good quality, independent information assists them with decision making in relation to their caring role.  Importantly, however, information provision supports Carers Link to achieve our vision by also assisting carers to have a life alongside caring.

As such, the role of Information & Communications Co-ordinator is a vital ‘cog in the wheel’ and plays a significant role in growing the long-term sustainability of the organisation.  The role itself is multi-faceted and works across traditional, social and digital media but ultimately can be split into 4 distinct purposes in information provision:

· Helping identify and reach out to hidden carers through general profile raising and brand marketing
· Supporting known carers by informing of them of their rights, about services (both ours and other relevant agencies) and about our activities – whether news about forthcoming events or changes within the organisation.
· Delivering engaging and impactful communications to help rally supporters, donors and funders to our cause.
· Delivering the OPAL Helpline giving East Dunbartonshire residents access to local information and encouraging a single point of access to professionals wishing to refer into the local voluntary sector.

As this role is Job-Shared, the OPAL Helpline will be delivered by one Job-Share Partner, with the other taking the lead of brand marketing.  Individual tasks will be allocated dependent on skills, experiences and capacity at the time, but gradually over time each partner will hopefully together carve their own roles within the scope of the job.

Line-managed by the Operational Manager, both Job-Share Partners will work closely with the CEO and Fundraising Co-ordinator.

The job description will be supported by objectives agreed in consultation between the Operational Manager and the post holder in line with the business plan.


The Tasks

Brand Management (Sole Responsibility)
· In conjunction with the CEO develop and implement an integrated marketing, information and communications strategy that will help raise awareness of carers’ issues and Carers Link within East Dunbartonshire (and beyond).  
· Ensure all printed, digital and visual media share agreed ‘branding’ ensuring a consistent message across all external communications. 
· Manage the organisation’s digital and social media presence including maintaining and updating our website 
· Liaise and build relationships with external suppliers and contractors e.g. outsourced web developer and graphic designers. 
· With individual consents, turn inspirational carer stories and feedback into written and visual copy and digital content that makes people emotionally connect with our cause.   Grow and maintain this “stories bank” to support staff across the organisation to communicate what we do to external audiences.
· Work with the Fundraising Co-ordinator and CEO to develop Membership of Carers Link as a means of growing wider community support.

Informing Carers (Job-shared)
· Ensure carers have access to a range of information on their rights, options and supports available.
· Develop and produce specific publications in agreement with Job Share Partner and Line Manager 
· Publicise forthcoming activities and news within weekly e-bulletins and/or regular newsletters
· Liaise with local/national newspapers and magazines regarding articles either by providing full copy or arranging interview.  Ensure any carer, volunteer or staff member involved are fully prepared.
· Respond to queries and/or comments raised on Social Media Platforms
· Measure the improvement of internal and external communications with all key stakeholders across different platforms.
· Ensure all information meets accessibility standards and is available via a range of traditional, social and digital media – ensuring also that carers not connected online are not left out or behind.  

Cross-cutting and Organisational Responsibilities (Job-shared)
· Utilise the organisation’s database to ensure that accurate and up-to-date files (for activities and Carers as applicable) are maintained
· Ensure evaluation processes are in place to ensure monitoring and reporting to Board Members and funders.  Provide timely and accurate reports and statistics as required.
· Participate in wider organisational rotas for phone and/or office cover
· Adhere to agreed budgets and timescales.
· Be aware of our Vision, Mission, Values and Objectives and work in a manner to reflect these.
· Work within the policies, principles and good practice of Carers Link, in particular adhering to confidentiality at all times in relation to information accessed through role involvement.
· Make effective use of training opportunities made available.
· Any other task that may be reasonably requested of the post.


The Person

	Shared Experiences
	Essential
	Desirable

	Personal experience of being a Carer or Young Carer 
	
	

	An understanding of the issues faced by carers 
	
	

	Values
	Essential
	Desirable

	Be true to your word - Be honest and act with integrity, deliver what you say you will do (but don’t promise what you can’t)
	
	

	Recognising individual circumstances – Treat people with dignity and respect, whether carers, staff, volunteers or partner organisations
	
	

	Time for you – Be willing to have a cup of coffee with someone (virtual or otherwise), chat and importantly, listen
	
	

	Embracing change - Have a positive, energetic and ‘can do’ approach. Be creative at problem solving.  A sense of humour helps too!
	
	

	Do your best in all that you do – Have high standards in the quality of your work whether supporting carers or typing up notes on the database.  Always seek to continually improve what you do and contribute to the improvement of the organisation
	
	

	Be a team player and support your colleagues to ensure goals are met
	
	

	Behave in a way which builds a strong reputation for Carers Link
	
	

	Specific Experience or Skills
	Essential
	Desirable

	Experience in a Communications/PR role or in generating published content 
	
	

	Experience of using social media within a professional role
	
	

	Ability proactively to identify and create opportunities for news stories 
	
	

	Experience of providing information to a client group
	
	

	Ability to communicate well with a wide range of people
	
	

	Excellent written and verbal communication skills, including being able to draft accurate, clear and concise outputs including media releases etc.
	
	

	Meticulous attention to detail and a high level of accuracy, including in reviewing and producing written text.
	
	

	IT skills e.g. Word, Excel, Microsoft Outlook, WordPress, Canva and Adobe
	
	

	General Experience or Skills
	Essential
	Desirable

	Knowledge of local community/East Dunbartonshire
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