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JOB DESCRIPTION

POST:  Information and Communications Assistant 

GRADE: NJC Scale 4/Point 7

Hours: Part time – 21 hours per week

Salary:  £23,497 (full time equivalent) £14,098 (21 hours per week – pro rata) 

Benefits: 28 days annual leave (pro rata) and 6% employers pension contribution 

RESPONSIBLE TO: Volunteer Services Manager

	PRIMARY JOB FUNCTION



To assist with Voluntary Action Islington’s communications including: website, e-newsgroup, newsletter and social media to promote our work, including our volunteering support services.  

To gather and disseminate information and resources relevant to Islington’s diverse Voluntary and Community Sector (VCS).

To provide support to Voluntary Action Islington’s core operational functions including our capacity building support to Islington’s VCS. 

To support the Volunteer Centre’s core functions including connecting and supporting local residents to access local volunteering opportunities.  

	DUTIES AND RESPONSIBILITIES



To maintain VAI’s mail news facility and make use of it to post information relevant to Islington’s VCS organisations. 

To keep VAI’s website up to date and contributing to developing it so it is an effective tool in communicating with Islington’s VCS.

Source relevant resources for inclusion in VAI’s on-line newsletters. 

Promote and monitor usage of the Islington Fundraising Toolkit.

To assist staff and volunteers to contribute to our social media communications and maximise VAI’s including the Volunteer Centre’s use of social media.

To assist in the production of quarterly performance reports on website, e-communication, social media, newsletter and Islington’s fundraising toolkit. 

To provide administrative support and minute taking for forums, events and at meetings online and in-person.




ADDITIONAL:	 

· At all times carrying out responsibilities/duties within the framework of Voluntary Action Islington’s equal opportunities and other policies.

· To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner

· To assist with cover and reception arrangements at 200a Pentonville Road, dealing with enquiries and signposting service users to ensure high standards of customer service 

· To carry out additional tasks that may be required from time to time to achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed with the line manager.

· To undertake training and constructively take part in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder.

· The post holder is expected to be committed to Voluntary Action Islington’s core values of fairness, effectiveness and transparency and to demonstrate this commitment in the way they carry out their duties.

· Ensure that duties are undertaken with due regard and compliance with the Data Protection Act, GDPR and other legislation

· Carry out duties and responsibilities in accordance with Voluntary Action Islington’s Health and Safety Policy and relevant Health and Safety legislation.

· To collect and record data about service provision that can be used for monitoring purposes and to support service improvement





PERSON SPECIFICATION
VOLUNTARY ACTION ISLINGTON

The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  

You should demonstrate on your application form how you meet the following essential criteria.

	Designation: Information and Communications Assistant
	Grade: NJC Scale 4/Point 7


	
	 REQUIREMENTS
	

	
	EDUCATION and EXPERIENCE
	A/I/T

	E1 
	Experience with communications systems including websites, video conferencing platforms (such as Zoom and Microsoft Teams) and social media
	A/I

	E2 
	Experience of administration of a CRM and/or a CMS system 
	A/I

	E3 
	Experience of providing high standards of customer service
	A/I

	
	KNOWLEDGE, SKILLS and ABILITY

	

	
	Ability to assist staff and volunteers to use social media
	A/I

	
	Ability to organise the collection of data for a directory/membership list
	A/I

	
	Excellent written and verbal communication skills
	A/I

	
	Ability to work as effectively as part of a team including staff and volunteers
	A/I

	E4 
	Ability to organise meetings and take succinct notes
	A/I

	E5 
	ICT skills including website content management, Microsoft Office, social media, Wordpress, video conferencing platforms, Mailchimp, Canva…
	A/I/T

	E6 
	Ability to market and promote the facilities and services available through Voluntary Action Islington
	A/I/T

	E7 
	Ability to provide initial support with relevant ICT enquiries
	A/I

	E8 
	An understanding of and commitment to equal opportunities and the implications for this role
	A/I

	E9 
	Able to work flexible hours and occasional evenings by prior arrangement
	A/I

	Assessed by:     A= Application        I= Interview      T= Test







How to Apply

Closing date for this post is midday on Friday 29th October 2021.   Applications received after this time will not be considered.

Please send your CV with a 2 page covering letter outlining how your skills and experience meet the Person Specification.   CVs without a covering letter will be disregarded.  Applications should be sent to recruitment@vai.org.uk

Interviews are planned to take place w/c 8th November 2021
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