Health and Social Care Alliance Scotland

JOB DESCRIPTION

Job title		Events and Communications Officer
Employer		Health and Social Care Alliance Scotland
Reporting to		Media and Digital Communications Manager

Purpose of role

The Events and Communications Officer will manage and create engaging communications for a range of audiences and platforms and deliver high-quality events, online and in-person. The post holder will raise awareness and maintain a high profile for ALLIANCE programmes and activities.

Events

· Develop and deliver a programme of accessible and engaging events that support the ALLIANCE’s aims
· Provide event management advice and support for ALLIANCE events to teams and external organisations, including effective planning, programming and marketing
· Write the ALLIANCE annual report and event reports 
· Ensure the implementation of events and communications policies and practice across the organisation (e.g., events checklists, standardised social media content plans) 
· Develop and oversee effective systems for events administration, ensuring a uniformed experience for attendees
· Develop and implement systems to monitor and evaluate ALLIANCE events (individually and as a programme)
· Secure support for and contributors to events from partners and other stakeholders.

Communications

· Proactively promote the ALLIANCE and identify opportunities to raise the profile of the organisation and its activities
· Work with different programmes at the ALLIANCE to support with communications planning and promote work through a variety of mediums
· Develop communication materials including design work on Canva, and other platforms
· Support media activity including drafting press releases, liaising with journalists and managing press lists
· Manage external communications, including using appropriate media, technology and social media to reach as many audiences as possible
· Manage website improvements and update content on the website to support effective communication
· Support social media activity across the ALLIANCE over a variety of platforms
· Support the production of digital communications, including filming, video editing and podcast creation
· Regular monitoring and evaluation of ALLIANCE communications activities
· Support and contribute to updating and implementing the ALLIANCE Communications Strategy internally and externally in accessible formats.

Administration 

Provide administrative support including:

· Managing online accounts
· Raising purchase orders in line with policy
· Booking and liaising with venues
· Processing, gathering, analysing feedback and evaluation and presenting in written reports, including within reporting frameworks for funders, and stakeholders
· Ensuring DPIAs and privacy statement relating to role are kept up to date and updates communicated to relevant staff


Data Protection 

In line with national legislation, and organisational policy, you will ensure that all data is processed in a fair, lawful and transparent way, for the specific registered purpose and will not allow data to be disclosed in any way incompatible with such purpose or to any unauthorised persons or organisations.  This will include ensuring that DPIAs and privacy statements are produced and authorised in advance, with fair notice and in line with policy.


PERSON SPECIFICATION
Essential
· Experience of administering, developing and overseeing events
· Experience of monitoring and evaluating events
· Excellent interpersonal skills
· Excellent verbal and written communication skills
· Experience of engaging with people in interactive and creative ways
· Understanding and commitment to equal opportunities and non-discrimination
· Strong understanding of accessibility issues 
· Ability to work effectively and innovatively as part of a team
· IT skills in word processing, email, internet and databases
· Social media proficiency, particularly Instagram, LinkedIn and Facebook

Desirable
· Educated to degree level or equivalent
· Understanding of the effect of long term conditions on people’s lives
· Experience of attracting sponsorship
