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JOB DESCRIPTION AND PERSON PROFILE 
Post title:  

MARKETING AND PROMOTIONS OFFICER
Hours:       
37 hours, job share or part-time considered.

Line Manager:  
Community Advice Manager

Salary:
NJC Scale Point 20 (£25,991) rising to scp 21 (£26,511) after successful completion of a probationary period.
Location:
Working in the community and remotely in RCT. Interlink has an office base in Pontypridd.

Description of Role: The post holder, as part of the Community Advice Team, will work with focus on marketing and promotion, managing Interlink’s social media, ebulletins and website. The post holder will support and working with colleagues, members and partners to promote the work of Interlink and its community and voluntary sector members. 
· Promote the face to face and on-line support available through Interlink through weekly e-bulletins, social media, the Interlink website and the newsletter. 

· To promote and support Interlink training and events. 

· Work with colleagues, members and partners to promote local activities, services and facilities.
· Help colleagues develop and promote Interlinks ‘on-line’ offer through the Interlink website, the Third Sector Support Wales Knowledge Hub and Connect RCT Platform.
· Support colleagues implement Interlinks brand guidelines.
· Working with Community Advice Team colleagues to promote volunteering and peer to peer support to the Sector.
· Develop links with local media such as GTFM and Rhondda Radio.  

· Support Managers communicate effectively with networks and forums
· Capturing feedback on the quality and impact of Interlink information using data and analytics to increase our reach and measure our impact.  
· Support colleagues to capture case studies, stories and photos from volunteers and members

· To promote the impact of Interlinks services including the annual impact report. 
· Work with the Community Advice, Wellbeing and Support Teams to promote face to face and on-line training and events.

· To work on your own initiative and as part of a team.

· To work to agreed plans and meet agreed objectives and outcomes.  

· To use a range of IT and software.

· To undertake learning and development and regular supervision. 

· To follow Interlink policies and procedures.

· To undertake other relevant tasks relevant to the role.

PERSONAL PROFILE

Role Specific Requirements 

· Possess a degree or equivalent qualification in marketing or similar and least one years’ experience; or if not qualified, demonstrate at least three years’ experience and transferrable skills. 
· Able to manage social media platforms such as Facebook and twitter and website content.

· Demonstrate excellent verbal and written promotional skills with experience of designing and leading promotional campaigns.
· Create attractive and accessible information.

· Have the ability to sift through a large volume of information and select what is relevant to produce regular e-bulletins and newsletters.
· Be creative and able to build and manage engaging content and campaigns.
· Use analytics and data to understand what works, plan and review
· A high degree of IT proficiency to use different platforms and software such as Microsoft 365, SurveyMonkey and social media.
Requirements for all Interlink Staff

Effective working with people, able to:

· Listen to and communicate with a diverse range of people.

· Respect people’s personal choices and be non-judgmental.

· Deal professionally and calmly with challenging situations and individuals

· Maintain professional boundaries

· Demonstrate excellent verbal and written communication skills.

Effective team and organisational working, able to:

· Be positive about your role, your colleagues and the organization

· Be aware how your behaviour and attitude can impact on your performance and the performance of your colleagues

· Develop your skills and knowledge through continuous learning.

· Be flexible and adaptable to the changing needs of the organization

· To follow policies and procedures including safeguarding, confidentiality and data protection.

· Understand and articulate the connection between your performance, project outcomes and organisational performance and the future sustainability of Interlink. 

· Identify and effectively manage risk and safeguarding within your area of work.

· Adhere to guidelines, rules, legal and other frameworks within which you are expected to work in line with the expectations of your role.  
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