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JOB DESCRIPTION

TITLE OF JOB: Publicity Officer 
SERVICE/PROJECT: POPP
REFERENCE NO: POPP

CLOSING DATE FOR APPLICATIONS: 12noon Wednesday, 12  August  2008

INTERVIEW DATE: tba
HOURS PER WEEK: tba
TEMPORARY/PERMANENT: 12 month contract

BAND 3, NJC POINTS 22,  SALARY 19.429 pro rata per annum (pay award pending), paid monthly by Automated Credit Transfer on 25th of each month

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays

ACCOUNTABLE TO: Older People’s Service Manager

LINE MANAGED BY: Older People’s Service Manager

POPP (Partnership of Older People’s Projects) is a pilot scheme through West Sussex County Council bringing together local voluntary organisations who provide services for older people.

For an informal chat about the job, please ring Esther Britton 01273 828449

This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure

Impact Initiatives is a registered charity, no. 276669. Company registered in England, No. 1402692. Registered office: Brighthelm, North Road, Brighton, BN1 1YD.
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AIMS OF PROJECT

1. Develop and implement a publicity strategy on behalf of the Neighbourhood Network across the locality.

2. Devise and implement a range of defined communications outputs in order to raise and maintain awareness of activities of the POPP project in the locality

3. Support members of the Neighbourhood Network to develop skills and capacity to communicate about their services.

MAIN TASKS 

1. In conjunction with the neighbourhood Network Coordinators and Community Partnership Team Coordinator, ascertain the publicity needs of the project locally and develop a strategy to meet them, in conjunction with WSCC Communications Team

2. To develop relationships and secure coverage as appropriate with local press, radio and television broadcasters.

3. To develop and disseminate publicity material such as leaflets, newsletters as appropriate in collaboration with publicity officers in other locations

4. To develop relationships and secure coverage with local magazines and other publications

5. In conjunction with the Community Engagement workers develop local communication outputs such as neighbourhood-focussed leaflets and newsletters as required

6. To develop local information distribution networks as required, for example, through close liaison with existing Neighbourhood Watch networks

7. To assist the Community Engagement Workers with their programme of neighbourhood outreach.

8. To develop posters and a programme for their placement at relevant community points.

9. To develop exhibition materials and a programme for their presence at high-profile community events and festivals.

10. To liaise with local print firms and negotiate favourable rates.

11. To support communication across the Neighbourhood Network and Community Partnership Teams.

12. In conjunction with Neighbourhood Network Coordinators, liaise with statutory sector teams to provide information about the POPP project and increase awareness of neighbourhood services for older people.

13. In conjunction with the Neighbourhood Network Coordinators, liaise with the Fundraising Officer to provide information about the POPP project to strengthen funding bids.

14. To enforce the brand of the project and ensure that all publicity outputs comply with branding requirements.

15. To regularly update the local POPP website and the POPP project site with news and images, and to ensure that the site address is adequately publicised with print and other relevant new media.

General

1. To work within the project and organisational policies and procedures.

2. To attend regular supervision sessions and meetings as required by the Team Leader. To attend regular staff meetings and monthly ‘all projects’ meetings. To attend ‘Impact days’ as required. To attend training events as relevant to your service area.

3. To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.

4. To comply with and implement Impact Initiatives Equal Opportunities Policy    and any specific policies and procedures designed to promote and monitor     equal opportunities.

5. To comply with and implement Impact Initiatives Health and Safety Policy and Procedure relating to the specific activities on which you are employed. Generally to take reasonable care for health and safety of all those affected by this work.

6. To undertake any other duties, as appropriate to the character of this work and as requested by the Coordinator or Services Manager, as reasonably required. 

pto

PERSON SPECIFICATION

Essential Skills and Experience
1. Experience of networking and ability to communicate at all levels including strong interpersonal and written skills

2. Proven administrative and organisational skills

3. Good time management. Ability to plan and work on own initiative

4. Mobile with own transport and ability to travel throughout Adur, Worthing and the Horsham District

5. Knowledge of local area

6. Experience of preparing press release or articles for publication

7. Proven negotiating skills

8. Word processing and spreadsheet skills.

9. Ability to lead and work as part of a team`

10. Commitment to Equal Opportunities

Desirable Skills & Experience

1. Experience of working with older people

2. Experience of designing publicity materials such as leaflets and posters

3. Experience of writing for new media

4. Experience of a range of promotional techniques

5. Experience of working within or with media teams e.g. press, radio, publishing, web.

