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Person Specification

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
Key Competencies

Essential

Qualifications

· Educated to degree level or equivalent

Experience and Knowledge

· Understanding of the basic elements of PR and marketing

· Experience of writing for press or publication
· Experience of writing for a range of audiences
· Experience of managing budgets
Abilities & Skills

· Excellent writing skills, including the ability to write accurate and engaging copy for a range of audiences
· Excellent verbal communication skills
· Ability to interpret and process large amounts of complex information

· Ability to work flexibly, on own initiative and as part of a team

· First class ability to prioritise and manage own workload to tight deadlines
· Ability to manage relationships with tact and diplomacy
· Excellent monitoring and evaluating skills
Other

· Highly proficient in MS Office especially MS Word and PowerPoint
· Desk Top Publishing experience
· Willingness to undertake staff training and development as required

Desirable
· PR / Marketing / Journalism or Design related degree

· Experience of working in a press office or PR role

· Account management in a PR environment

· Evidence of delivering effective PR and media messages
· Evidence of working with local and/or national government departments
· Knowledge of social media; Facebook, Twitter etc
· Experience of using Adobe InDesign and/or Adobe Photoshop
· Experience of using Wordpress or other blogging software
· Website design skills
· Experience with using membership databases / customer relationship management
· Ability to manage budgets and knowledge of contract delivery
· Knowledge and experience of working within the voluntary sector
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