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Job Description
Date:


August 2017
Job title:

Information Officer (maternity cover) 
Responsible to:
Head of Information Management 
Status of post:
Full time, maternity cover. Temporary for approximately 12 months. 
Salary:
Salary equivalent to NICVA scale G, NJC points 29 - 31 (£25,951 - £27,668 p.a.) Candidates are normally appointed on the first point on the scale.
SUMMARY OF MAIN DUTIES
To develop and disseminate information and content via all NICVA Communication Channels*.
SPECIFIC DUTIES

1. Articles and Information Production

Across all information and communication channels*:

· Source, edit, proof and publish content provided by staff colleagues or other stakeholders.
· Write and produce original content as required.
· Proactively identify and produce newsworthy articles to support key organisational objectives and campaigns.
· Select and prepare appropriate images to accompany content as required.
2. Information Management and Distribution
· Ensure that information is distributed using appropriate channels and to the appropriate recipients.
· Monitoring and supporting staff who publish content on NICVA websites.

· Manage eNewsletters (weekly eNews, Campaign Bulletins etc).
· Manage monthly NICVA Member Bulletin email production.
· Categorise and tag articles and information consistently.

· Support in the production of other printed collateral eg Leaflets, Brochures, Advertisements, Reports.
· To ensure that all information is held and distributed within the requirements of data protection legislation and to ensure appropriate registration is maintained.
3. Standards and Quality

· Monitor, maintain and improve content standards and quality across all communication channels.
· Maintain clear English standards. 
· Maintain appropriate tone for each communication channel.
· Provide support, training and feedback for colleagues to improve overall standards.
· Regularly interpret and report on website and other online analytics to inform web content improvement initiatives.
· Regularly report on content production statistics and trends.
4. Enquiries
· Provide an information management help desk for colleagues/other stakeholders.
· Manage and respond to general external information request enquiries.
· Respond to and support content contributor’s enquiries.
5. Collaboration and External Relationships
· Build and maintain external relationships with key information providers and distributors.
· Liaise with NICVA members and other key stakeholders to develop content as required.
· Liaise with statutory bodies, social partners, academics, and private sector companies to develop content as required.

6. Other Duties
· Share knowledge and best practice in information management and deliver training where appropriate
· To contribute to the promotion of NICVA.
· To undertake such reasonable duties as NICVA may from time to time require.

*NICVA Communication Channels include:

· NICVA family of websites:
www.nicva.org
www.communityni.org
www.grant-tracker.org
· Social media platforms including Twitter and Facebook
· Monthly NICVA Member Bulletin email
· Weekly eNews email bulletin
· Targeted email campaigns

· Printed publications and promotional materials

· In-house plasma displays

Person Specification
Date:

August 2017
Job title:
Information Officer (maternity cover)
Experience and qualifications
Essential:
1 Minimum of two years’ working experience in Information and/or Communications role including experience of:
· writing and sourcing content;
· selecting and prioritising appropriate content;
· developing and maintaining an organisational social media presence.
2 Experience of effectively providing advice and information and responding to enquires from colleagues and other stakeholders.

3 Proficient in the use of social media platforms, Microsoft Office suite, Internet and email facilities, and experience in using software such as Adobe Photoshop for online and publication ready images. 
4 Experience in using web based Content Management Systems to update and improve websites. 
Desirable:

5 Relevant third level qualification (eg Information Management, Marketing; Communications).
6 Experience in using web analytics to inform web content improvement.
7 Experience of training development and delivery.
Interests and knowledge

Essential

1 An understanding of copyright and data protection legislation and adherence to it. 
2 An interest and understanding of the voluntary and community sector in Northern Ireland. 
Desirable

3 Knowledge of web usability and accessibility issues. 

Other Requirements

Essential

1 Ability to work within the aims and values of NICVA. 
2 Ability to work flexible hours at times demanded by the job. 
3 Committed to NICVA’s policy of equality of opportunity.  
Legal

Essential

1 To ensure the appropriate business car insurance is in place if the successful candidate claims mileage expenses and uses their own vehicle for work purposes.

Assessment Method – Information Officer (maternity cover) – August 2017
	Criteria
	Essential/Desirable
	Method of Assessment

	Experience and qualifications
1 Minimum of two years’ working experience in an Information and/or Communications role including experience of:
· writing and sourcing content;

· selecting and prioritising appropriate content;

· developing and maintaining an organisational social media presence.
2 Experience of effectively providing advice and information and responding to enquires from colleagues and other stakeholders.

3 Proficient in the use of social media platforms, Microsoft Office suite, Internet and email facilities, and experience in using software such as Adobe Photoshop for online and publication ready images. 
4 Experience in using web based Content Management Systems to update and improve websites. Shortlist and interview
5 Relevant third level qualification (e.g. Information Management, Marketing; Communications).

6 Experience in using web analytics to inform web content improvement.

7 Experience of training development and delivery.

	Essential
Essential

Essential

Essential

Desirable

Desirable

Desirable


	Shortlisting, pre-interview assessment and interview

Shortlisting and interview

Shortlisting and pre-interview assessment

Shortlisting and interview

Shortlisting 

Shortlisting

Shortlisting

	Skills and competencies

1 Highly developed verbal and written communication skills, including ability to maintain clear English standards and set the appropriate tone for internal and external communication channels.
2 Excellent writing, editing and proof-reading skills. 
3 Proven ability to build and maintain effective internal and external working relationships with individuals and organisations. 
4 Excellent online research skills. 

5 Excellent organisational skills to work with minimum supervision and to plan work to achieve deadlines and objectives, paying attention to detail and maintaining accuracy and quality at all times. 
	Essential

Essential

Essential

Essential

Essential


	Application form content, pre-interview assessment and interview

Pre-interview assessment

Interview

Interview

Interview

	Interests and knowledge
1 An understanding of copyright and data protection legislation and adherence to it. 

2 An interest and understanding of the voluntary and community sector in Northern Ireland. 

3 Knowledge of web usability and accessibility issues.

	Essential

Essential

Desirable
	Shortlisting and pre-interview assessment

Interview

Shortlisting

	Other requirements
1 Ability to work within the aims and values of NICVA. 
2 Ability to work flexible hours at times demanded by the job.
3 Committed to NICVA’s policy of equality of opportunity.  


	Essential

Essential

Essential
	Interview

Shortlisting

Shortlisting
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