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JOB DESCRIPTION
Job Title:


Communications Officer

Grade:


LDW Grade 5
Hours:                                37 hours per week
Accountability:

Responsible to Engage to Change Project Manager
Purpose:
To provide an effective information service for the ‘Engage to Change’ project and the project beneficiaries.
.

Responsibilities

1.
Communications Service
1.1
Refresh website design and content with the website designers and in liaison with project partners. 


1.2
Write and publish website content bilingually and coordinate input from project partners.

1.3
Produce communications reports featuring social media and 
website analytics and manage search engine optimisation.
1.4
Provide an accessible, bilingual information service to inform and engage with project partners, beneficiaries and other stakeholders through:

· The website to include dedicated pages for people with a learning disability on training opportunities, assistive technology and employment issues.

· Managing social media channels bilingually


· Developing and promoting video stories


· Production of easy read documents for people with a learning disability


· Contributing to project reports


· Provision of an efficient information enquiry service to our project beneficiaries.
1.5
Liaise with project partners and participants to source, gather and produce news, stories, updates, articles, videos, photos for publication and dissemination.

1.6
Produce quarterly communications action plans.
1.7
Write and distribute press releases and handle media enquiries.
1.8
Monitor, analyse and store relevant information for dissemination.

1.9 
Work closely with, and support, Learning Disability Wales’ 
communications service.
1.10
Attend Project SEARCH and Alternative Internship operational 
meetings

1.11
Coordinate with partners via the Communications & Influencing Sub-Group and other mechanisms.
2
Marketing

2.1
Continually promote the project through the project’s website, social media channels and attendance at events and relevant awards

2.2
Contribute to other publications to promote the project’s work.
3.
Other
3.1
Work closely with and mentor the Engage to Change Lead Ambassador.
3.2
Assist with organising and hosting project events.
3.3
Support people with a learning disability and/or autism to present at and participate in events.
3.4   
Ensure good communication of the project activities to current, future and potential project beneficiaries in line with our Communications Strategy.
3.5
Minute the Project Partnership Steering Group meetings.
3.6      Undertake a range of duties to ensure current and future 

service provisions are met.
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