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JOB DESCRIPTION

JOB TITLE:


Communications and Engagement Assistant 
RESPONSIBLE TO:
Director 
SALARY:                     £22,660 – pro-rata, 1-year fixed term contract (with possibility for extension subject to funding)
HOURS OF WORK:
21 hours per week, flexibility required as role may involve occasional evening and weekend work.  
LOCATION:
Brighton and Hove (majority office-based working required)
JOB ROLE:
Our Communications and Engagement Assistant will deliver the day-to-day communication and engagement activities of Sussex Nightstop that support us in our work with volunteers, businesses, funders, donors and other supporters of the organisation. Across a wide range of activities (including face2face, events, social media and volunteer engagement activities) this post-holder will help us raise our organisational profile, engage and facilitate participation from new and existing volunteers, and build positive and constructive relationships with businesses, funders and other supporters.
MAIN RESPONSIBILITIES 
Raising our profile 

· Assist in the writing and producing a range of high-quality, engaging and professional content such as case studies, articles, briefings, infographics for publishing across a range of media types including hard copy, social media, digital press, radio and film 

· Assist in the writing and publishing of engaging website and social media content as set out in the organisational communications plan

· Coordinate production and reprints of key collateral, managing stock levels

· Work with the Communications and Engagement Lead in the coordination and support of Sussex Nightstop Community Ambassador volunteers (who help with and represent Nightstop at external activities) 
· Respond to incoming requests for information in a timely manner; taking a lead on the management of our enquiry inbox
Involving Volunteers: 
· Publish/maintain volunteer recruitment information across a variety of platforms as per the organisational communications plan

· Lead on the booking, set up and delivery of volunteer information sessions and host training, along with other activities that support volunteer engagement
· Carry out activities to support the volunteer recruitment process including volunteer home check visits

· Support the Comms & Engagement lead with recruiting and managing a team of volunteer ‘Nightstop ambassadors’ to support the host recruitment process

Supporting Engagement:
· Assist in the coordination, writing and dissemination of Nightstop newsletter updates and other communications that engage our ‘supporters’ 
· Assist in the planning, coordination and support delivery of Nightstop volunteer recognition events in liaison with the Nightstop staff team

· Plan, coordinate and attend profile-raising activities
· Respond to any enquiries and help to drum up local media interest in Sussex Nightstop

Understanding the difference we make:

· Support the team in gathering service feedback information that helps us understand what we do and generates communications content
Fundraising:
· Work with the Communications and Engagement lead to deliver communications, campaigns and events that support Sussex Nightstop’s income-raising activities 
· Support fundraisers and events via our RunforCharity platform, website and Localgiving

Behind the scenes

· Lead on the administrative duties of maintaining an up-to-date contacts list for the organisation

· Lead on and carry out proof-checking of outward facing content on a regular schedule to ensure that content remains accurate and of high-quality at all times 

General Responsibilities:
This job description is not inflexible but is an outline and account of the main duties and there is a responsibility therefore to carry out from time to time any other appropriate duties as directed by the line manager to support and promote the work of Sussex Nightstop, in accordance with the post holder’s experience and job role. The job description will be reviewed periodically and at the time of the employee’s appraisal, to take into account changes and developments in service requirements.  Any significant changes that are proposed will be discussed fully with the post holder in advance of implementation

General responsibilities otherwise then include:

· To participate in Equalities training on a 2-yearly basis and work within and actively promote equalities in accordance with Sussex Nightstop policies and procedures

· To participate in Safeguarding training as part of the role induction and every 2 years thereafter 

· To attend team meetings, staff training and supervision (including reflective practice where required by the role)
· To self-manage and work as part of a team
Person Specification – Communications and Engagement Assistant 

	Role experience:
	Essential

	Proven (1+ years) experience of carrying out communication activities across an organisation including writing, managing and delivering content schedules  
	*

	Demonstrable experience in gathering material and creating content that tells effective visual stories on different platforms and through different media
	*

	Gathering, recording and reporting upon service data using reporting systems such as Alchemer and Excel to do so
	*

	Skills & Abilities
	

	Ability to reflect organisational objectives and brand tone of voice in internal and external communications
	*

	Strong ICT and software competency specifically in WordPress and other design tools such as Canva as well as use of Word, Excel, Outlook 
	*

	Confident and friendly communicator with ability to relate to a wide range of people including volunteers, funders, trustees and business associates
	*

	Knowledge
	

	Good knowledge of all digital marketing techniques, including WordPress and social media
	*

	Knowledge of Codes of Conduct and legislation relevant to marketing and communications, including GDPR
	*

	General
	

	A commitment to the Aims and Purposes of Sussex Nightstop
	*
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