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Role summary

Hepatitis Scotland, hosted within Scottish Drugs Forum and based in central Glasgow, is searching for a Communications & Information Support Worker/Graduate to support and oversee their communication and information needs on a day-to-day basis. This project will involve managing Hepatitis Scotland's social media presence, website, and other online channels - as well as content creation for e-bulletins and public health initiatives, re-configuring and maintaining public facing information resources with a look to setting an effective long-term communications strategy. 

Job description

Project Description

This is an exciting project that will allow the successful candidate to take real ownership in propelling our organisation forward. We are looking to maintain and develop our range of communication methods, and start utilising more 'bespoke' e-communication tools. Three key pieces of work are: public activity around World Hepatitis Day and Testing Week, Hepatitis Scotland e-Bulletin and work to increase harm reduction among vulnerable populations, which the successful applicant will be a key resource for.
We are looking forward to seeing the successful candidate make this project their own, and delivering a key national resource. This will involve:

· Improve communication of the varied work of Hepatitis Scotland and key information outputs of the viral Hepatitis field, and ensure its consistency and quality both internally and externally.
· Creating a communications strategy that will deliver up-to-date and effective communication and information resources.
· Developing resources in both digital and print forms.
· Consulting with stakeholders where necessary on their communications needs.
Objectives

The work will involve current communications within Hepatitis Scotland and creating a strategy which will make full use of various channels available in order to effectively communicate Hepatitis Scotland’s work, as well as news within the sector.  The successful candidate will also be responsible for developing a wide range of resources for stakeholders and for wider public campaigns. This is an excellent chance to drive and be part of a developing presence in the field.
Role Description

· In conjunction with the Head of Hepatitis Scotland, set a communications strategy and monitor, report on, and improve its effectiveness.

· Publish and update content, monitor channels for errors or other issues, and ensure any issues which arise are dealt with or referred to the appropriate team member.

· Develop a range of digital and print resources to inform the patients, professionals, and the wider public about viral hepatitis.

· Monitor and refine key news and information releases within the field, including setting up and monitoring information feeds from key sources.
· Develop and maintain constructive working relationships with relevant organisations where appropriate.
· Work with external organisations in organising activity for national campaigns.
· Lead work in developing e-Learning content, liaising with staff within SDF and other organisations where necessary.

· Carry out appropriate administration work relevant to the role e.g. minutes and administration of strategic meetings and event organisation.

Due to the nature of our work, there may be other duties which may reasonably be requested by the Head of Hepatitis Scotland.

Qualifications

Candidate with a business/communications/IT HNC, HND or degree, or work experience which demonstrates relevant transferable skills and abilities.
Skills / Experience

Essential Skills

· Accepting attitude.
· Expertise in the use of social media, particularly Facebook and Twitter, and web usage monitoring tools (particularly Google Analytics).
· Experience of developing or maintaining and updating websites.
· General understanding of web technology and willingness and ability to keep up with developments in this area.
· Understanding of good principles and practice in relation to communication and design.
· Good verbal communication skills and willing to present to a variety of groups.
· Good written communication skills and ability to analyse and write content effectively.
· Ability to communicate potentially complex information simply.
· Creative with solving problems.
· Accuracy and attention to detail.
· Ability to operate as a team player and communicate constructively with colleagues.
· Commitment to the overall aims and ethos of Hepatitis Scotland/SDF.
Desirable Skills
· Experience of using HTML and CSS.
· Knowledge of content management systems.
· Experience in creating video or audio and for use on a website.
· Photoshop skills or similar (e.g. InDesign) to prepare images for the web.
· Pro-active approach to knowledge acquisition and programme delivery.
· Report writing skills.
· Design skills.

· Driving licence.
Our ambition is to work together to promote a more inclusive environment, which attracts all candidates and signals our commitment to celebrate and promote diversity
Benefits
Salary: £23,187 - 12 Month Contract
The successful candidate will be based at SDF’s Head Office, which is located in Glasgow city centre, close to Central Station. Our offices are easily accessible by public transport and next to some excellent cafes and shops for lunch! We offer staff a generous annual leave package of 26 days, with a full 15 days of public holidays on top of this. Plus, our team usually have a standard working week of 35 hours, but with a flexi-time system in place.
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