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Job Description
Job Title:
Information Officer

Reports to:
Chief Executive

Responsible for:
N/A

Contract:
Full Time 35hpw for 12 months (with the possibility of extension)

Salary: 
£20,050pa + 25 days holiday

Job Purpose

The primary responsibility of the post holder is to support engagement of the voluntary sector with the European Convergence Funding programme and the Take Part Cornwall Pathfinder, whilst also supporting the forum in communicating more effectively with its members.
Main duties:

This will involve:

1. Working to support two major projects – Take Part Cornwall and Convergence Matters

2. Provide content for the company website and support our online networks

3. Produce bite-size, user friendly articles, blogs, newsletters and guides

4. Support the Forum in communicating with its members

5. Working with Partners to develop and produce Take Part How To Guides

6. Develop the VSF’s use of social media; Facebook, Twitter etc
7. Support various online communities, for example Take Part South West
8. Researching, writing and distributing press releases to targeted media and collating and analysing media coverage, individuals
9. Organising events including press conferences, exhibitions, open days and press tours
10. Preparing and supervising the production of printed and online materials including publicity brochures, handouts, direct mail leaflets, promotional videos, photographs, films and multimedia programmes / case study materials
Other work tasks

· Planning, developing and implementing PR strategies

· Liaising with and answering enquiries from media, individuals and other organisations, 
via telephone, email and face to face
· Writing and editing in-house magazines, case studies, speeches, articles and annual reports
· Devising and coordinating photo opportunities
· Maintaining and updating information on the VSF website;

· Sourcing and managing speaking and sponsorship opportunities
· Commissioning market research such as customer questionnaires and focus groups
· Fostering community relations through events such as open days and through involvement in community initiatives
· Managing the PR aspect of a potential crisis situation
· Communicating with target audiences and managing customer relationships
· Sourcing advertising opportunities and placing adverts in the press (local, regional, national and specialist publications) 
· Liaising and networking with a range of stakeholders, e.g. customers, colleagues, suppliers and partner organisations
· Writing and proofreading copy
· Liaising with designers and printers
· Arranging for the effective distribution of marketing materials
· Maintaining and updating customer databases
· Attending events such as conferences, seminars, receptions and exhibitions
· Sourcing and securing membership
· Contributing to and developing marketing plans and strategies
· Evaluating marketing campaigns and monitoring activity
· Any other duties that you may be required to carry out from time to time in order to fulfill your job purpose
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