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Communications Officer
Job Description August 2019
Line Manager: 
Director

Post to be located: 
ALLFIE office in London
Terms:


£25-30k (inc London weighting) depending on experience per annum on a pro rata basis for 16 hours per week 

Role Purpose:

Working within a highly focused, passionate team, the Communications Officer will work closely with the Director, Campaigns Coordinator and other members of staff, providing digital, editorial, strategic, creative and operational support across ALLFIE’s campaigning and other work. They will play a key role in ensuring our communications are influential and informative for the full range of our stakeholders.

About ALLFIE

ALLFIE’s vision is ‘a world where inclusive education is a right not a struggle’.  We campaign for the right of all Disabled pupils and students to be fully included in mainstream education, training and apprenticeships with all necessary supports. We also create the resources that people and organisations need to advocate for inclusive education, training and apprenticeships and to develop good inclusive education practice.

Duties and Responsibilities:
· Website: 
· Manage the ALLFIE website and lead on development of website content and functionality where required
· Create accessible written and visual content for the website 
· Monitor Google Analytics and implement/develop website content strategy and SEO to drive growth and engagement 
· Coordinate other members of ALLFIE’s staff to update their areas of the website

· Social media: 
· Manage and develop social media accounts / profile
· Create social media content

· Monitor engagement rates and grow social media following
· Print: 
· Liaise with the Director to co-ordinate the creation of all Alliance publications including Inclusion Now magazine, leaflets and fliers, project reports, pamphlets, general information and special projects, manage relationships with suppliers for cost efficiency and within deadlines
· Facilitate the editorial board of Inclusion Now magazine

· Press: 
· Monitor press and media coverage and maintain a press cuttings archive
· Work with colleagues to produce press releases

· Develop and maintain a database of media contacts and journalists 
· General communications:

· Monitor ALLFIE’s profile and presence across all channels
· Ensure ALLFIE’s messages and campaigning activities are communicated in an integrated, impactful way across all channels
· Develop/execute communications strategy across all channels
· Keep on top of best practice in communications and campaigning, digital trends and appropriate tools

· Ensure all information is available in accessible formats and distributed accordingly
· Support staff to make effective use of the ALLFIE brand, updating guidelines as required and advising on compliance
· Maintain the Google Adwords account
General duties:

· General admin duties as required
· Comply with all the organisation’s policies and practices in the course of carrying out all duties
· Attend as appropriate and participate in internal meetings of the organisation, including training, team meetings, away days, supervision and appraisals
· Work co-operatively with other staff members

· Work within the spirit of the Social Model of Disability
· Contribute to the strategic planning of the organisation, as required.

· Be prepared to work evenings or weekends if required

· Carry out any additional tasks which may be required from time to time under the direction of the Director
