[image: image1.jpg]S
USPCA




           Job Description
Job Title – Marketing & Communications Officer   
Location – USPCA, Units 5 & 6 Carnbane Industrial Estate, Newry

Hours of Work: - Normal working hours are 35 hours per week (May include evenings and weekends)
Reports to – Development Manager 
Principal Function – 
The Marketing and Communications Officer will assist the Development Manager in raising awareness of the USPCA, through a range of marketing initiatives and in the implementation of the charity’s communication strategy. 
Principal Duties –    
1. To grow the USPCA online presence through creating and posting, engaging digital content for the USPCA website and social media channels. 
2. To monitor and report on website and social media traffic including advertising campaigns using tracking and Google Analytics. 
3. To assist in the development of a USPCA app.
4. To draft a quarterly Newsletter for publication to members, keeping them up to date with developments at the USPCA.

5. To maintain and update marketing materials and literature, such as leaflets that communicate the USPCA’s activities, products and services. 
6. To issue picture led media releases on wildlife rescues and seasonal pet care advice to TV and Print media.

7. To respond to media enquiries and to arrange interviews with press outlets and journalists.  

8. To develop and maintain a media contact database. 

9. To maintain brand assets at a high level (including logos, visual style, key messaging and photography) and ensure that brand guidelines are followed.
10. To organise the USPCA stand at public events to promote the work of the charity and in particular, to recruit new members of the charity with a view to creating a strong voice for the advancement of animal welfare in Northern Ireland.
11. To promote responsible pet ownership and animal welfare through presentations at schools and community groups.
12. To maintain and develop educational material / presentations/workbooks / wildlife packs for school and community groups to which you will present. 
13. To assist in the delivery of communications to support USPCA Animal Welfare campaigns. 
14. To help design and place advertisements for the promotion of USPCA services.

15. To liaise with graphic and website designers.
16. To populate and develop the USPCA image and case study database.

17.  To compile presentations by assembling videos/slideshows. 

General and other duties
18. To assist in the recruitment and training of volunteers and maintain a positive professional relationship with volunteers.  

19. To deal with members of the general public in a professional manner.
20. To be willing to undertake additional training.
21. To manage all data relating to clients in accordance with GDPR legislation and confidentiality. 
22. To promote the good image of the USPCA both internally and externally by communicating in a positive manner. 
23. Such other duties as allocated from time to time.

While at work all staff are required to:
· Take care of their own health and safety and that of others who may be
affected by their acts and omissions.
· To-operate within USPCA policies and procedures. 

· Be smart in appearance.
General Information 
· Salary £20,000 - £25,000 depending on experience.
· Contributory pension scheme.
· New appointments are subject to a six-month probationary period.
· Holiday entitlement is 20 annual leave days and 8 statutory days per year.
Person Specification for Marketing and Communications Officer 
	Criteria 
	Essential 
	Desirable 

	Professional / Technical Qualifications 
	3rd level qualification in a marketing or communications-related discipline.

GCSEs in English & Maths at grade C or above.

	Registered with the Chartered Institute of Marketing.


	Experience & Job Knowledge 
	Minimum of 1 year’s experience in a marketing or public relations position. 

Experience in, or knowledge of, a broad range of marketing activities and communication channels. 

Experience in or knowledge of updating social media platforms.


	Experience in writing media releases.

Experience in the use of WordPress or other website maintenance application.
Experience in measuring, and reporting marketing results and google analytics.

	Skills & Competencies 
	Strong written and verbal communication skills.
Ability to think both creatively and strategically.
Competence in IT systems including Microsoft Office.
	Proven ability to establish and maintain relationships with external and internal stakeholders.



	Personal Qualities 

	Highly organised, able to undertake a wide variety of tasks with a high level of initiative to ensure deadlines are achieved.
Self-motivated to work independently.

Good standard of personal presentation.
	Commitment to animal welfare.


	Special Circumstances 
	Full Clean Driving Licence 


	Sympathetic to the aims and policies of the USPCA.  



