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Communications Officer- Sight Loss Councils 

June 2021










Role: 				Communications Officer - SLC

Department:			Services Team (Communications)

Reporting to: 			Head of Communications

Location: 				Pocklington Hub (London Euston)

Salary: 				£28,500 - £30,500 

Contract type: 			Fixed Term till 31 March 2022 – Full time

Job overview: 	The Communications Officer will be responsible for the planning, coordination and delivery of communications activity and content for the Sight Loss Councils. Includes website content, social media activity, video, podcast and blog production and traditional media output.

Main Duties
As part of the Communications team, delivering social media activity for SLC social media accounts, creation of content and updating the SLC website, and other communications activity.

Strategy
· [bookmark: _Hlk73096752]Develop and deliver a communication strategy for the SLCs, working with the Head of Communications, Head of Engagement & Public Affairs and key internal stakeholders.

· Develop branding key messages, maintaining appropriate and consistent imaging, language and terminology across all channels.

Social Media
· Be responsible for the daily activity of the SLC social media portfolio.

· [bookmark: _Hlk73096799]Be responsible for generating accessible and engaging content on SLC’s work, using relevant internal and external communication channels. 

· Be responsible for coordinating social media strategies in close collaboration with all the relevant internal stakeholders.

· Keep up to date with the latest developments across the sector. 

· Provide regular analytics of the SLC’s social media vehicles.

Website
· Be responsible for all content on the website, ensuring this is accessible, engaging, up to date and accurately reflects SLC’s activities and values.

· Coordinate with our website service providers on the daily upkeep of the website, to ensure consistent and stable access.

· Work with key stakeholders across the whole organisation to ensure the website reflects the charity’s work, strategy and goals.

· Provide regular analytics of website traffic.

Other duties
· Wider communications duties, including the creation and editing of podcasts and videos, press releases, creation of promotional material, campaign and media work.

· Oversee the communications elements associated with SLC events and major activities including promotion and attendance at events and SLC meetings.

· Undertake other tasks that the Head of Communications and Directors may reasonably require.

· To be an ambassador for SLC and TPT within partner organisations and the wider sight loss sector.

· Work closely with colleagues in the wider communications function to deliver other communication projects, events and objectives.

· To undertake any other duties as may be required taking account of the nature and scope of role. 

Special Requirements:

Support at events outside of normal working hours may be required from time to time. The post will also involve some national travel.

A willingness to work in an environment with Guide Dogs is essential.  

General
It is a requirement of all staff that they:
· Work in support of the values of Pocklington.  These promote respect of service users, recognising their skills and entitlement to choice, dignity and independence.

· Positively work in support of the principles outlined in the Equality & Diversity Policy. 

· Assist in maintaining a safe working environment by attending training in basic and specialist health and safety requirements as necessary, both on appointment and as changes in duties and techniques demand and to follow the requirements of the Health and Safety at Work Policy and any local codes of safe working practices.

· Comply with the requirements of HR policies and procedures.




Person Specification
Education - Essential 
· Educated to degree level in a subject relevant to the role and/or proven experience in a similar role.

Skills and experience - Essential
· [bookmark: _Hlk73096883]Excellent written and verbal communication skills and able to communicate in a clear, concise and engaging way for a variety of audience and platforms.  

· [bookmark: _Hlk73096926]Experience in digital content creation/management, including videos and podcasts.

· The ability to generate high quality website content and manage a content focussed website for a national organisation.

· The ability to generate and plan high quality social media content and activity and manage successful social media accounts in a professional context.

· [bookmark: _Hlk73096966]Experience working with Google Analytica and Search Engine Optimisation (SEO) to drive website performance and social media analytics to drive social media engagement.

· The ability to analyse and present data to inform strategic communications activity.

· Be able to juggle multiple priorities, confidently engaging and managing relationships with staff and stakeholders.

Experience/knowledge - Desirable
· Not For Profit / charities experience is beneficial but not essential.

· Experience of using InDesign and Photoshop

· Experience of using a Wordpress based CMS.

· Possess an understanding of the needs of blind and partially sighted people.

Attributes- Essential
The ideal candidate would possess the following attributes:
· Creativity

· A high attention to detail

· Ability to complete complex tasks, often requiring learning new skills.

· The ability to create great working relationships internally and externally

· Strong organisational and time-management skills 

· The ability to work on own initiative and as part of a team

· Flexibility

· High-professionalism and self-motivation 

· Be able to hit the ground running. 
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Thomas Pocklington Trust (TPT) is a charity established to provide services for visually impaired people: our mission is to improve the lives of people living with sight loss.

TPT is registered with the Disability Confident Scheme as a Disability Confident Committed employer. Therefore we believe in treating all employees fairly and we are committed to recruiting equally. TPT’s charitable objective and aim is to support visually impaired individuals back into work. For this reason we are actively seeking applications from all backgrounds including disabled/visually impaired individuals and people who have lived experience of sight loss.  We also guarantee all disabled applicants that reach the minimum appointment criteria an interview. We are happy to accept applications from all suitably qualified persons who have the appropriate skills and talent regardless of their age, gender, race, religion, disability, sexual orientation or marital status.
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