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Job description – Communications Assistant
	Grade:
	1 – Administrators 


	Reporting to:
	Communications Manager 


	Working closely with:
	Head of Stakeholder Engagement and Communications, Communications Manager, Communications and Publications Officer, Director of Policy and Communications 

	Main purpose of job:
	To help deliver PSA communications and marketing projects including events, publications, social media and the website. 



	Working conditions:

(i.e. shift work, flexi time, overtime)
	The appointment is full time for 37 hours per week.  Due to the nature of the work, occasional attendance beyond the organisation’s core working hours will be required. Flexi time is available.
Occasional travel may be required.


	Key tasks and responsibilities: 


	With guidance, contribute to the development of the PSA’s communications and marketing strategy. 

Assist in delivering the communications and marketing plan in support of the strategy, adjusting it when required to meet changing business needs.
Contribute to the delivery of communications and marketing campaigns including event management, social media and digital marketing campaigns. 
Assist with content creation, for example, drafting and scheduling social media posts as well as analysing social media performance and proposing enhancements.
Monitor and respond to social media activity.

Assist with website content maintenance and development.
Develop and maintain productive relationships with key contacts and stakeholders both internal and external. Build sound working relationships with relevant media contacts and identify and pursue opportunities for promoting and raising public awareness of the PSA.
Monitor and evaluate communications and marketing activities against agreed performance indicators and provide recommendations for action. 

and any other duties that can reasonably be assigned in relation to the grade of the post.


Person Specification – Communications Assistant
	
	Essential:
	Desirable: 

	Education, 

Qualifications 
and Training
	
	

	Special Skills/

Knowledge 


	· Ability to assimilate information and tell a story simply and effectively
· Appropriate written and oral communication skills to deal with a range of stakeholders
· Ability to undertake consumer/customer engagement and to market new ideas/policies
· Ability to develop effective solutions to communications challenges
· Organisational skills including flexibility in dealing with changing priorities
	· Understanding of marketing principles and techniques
· Able to analyse data and brief others about it 
· Ability to use (and learn additional skills for) design software and content management system software 


	Experience
	· Experience and knowledge in the field of communications and/or marketing
· Experience of developing and executing successful communications and/or marketing plans and campaigns
· Experience and understanding of the customer journey and how to drive customer engagement
· Experience in developing and maintaining positive relationships with a wide range of stakeholders. 
	· Experience in organising events. Ideally, this would include experience of both in-person, online and hybrid events
· Experience with social media in a professional context

· Experience with website content maintenance and development
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