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Communication and Editorial Assistant - Job Description
	Job Title:

	Communication and Editorial Assistant


	Grade:
	NJC Scale Point 16


	Responsible to:
	Communications Manager

	Hours of work:

	15-20 hours per week

	Annual Leave:

	25 days pro rata



Main Purpose of the Job:

Assist the Communications Manager to develop and maintain accessible information resources for parent carers and children and young people with SEND.
	Specific responsibilities:


	1
	Assist with creating and updating content for Amaze print publications, e-newsletter and website 

	2
	Assist with communications on all Amaze’s social media channels

	3
	Create and update printed products to advertise Amaze services

	4
	Develop Amaze’s online brand through reciprocal links on website and social media 

	5
	Assist with producing videos for Amaze’s SENDIASS service

	6
	Help maintain photo library and consents for Amaze’s family photo bank


	
	General Responsibilities 

	1
	To work within the framework of all Amaze policies and procedures

	2
	To develop relevant expertise and knowledge i.e. on disability, SEN, families of disabled children, local services, the local and national policy framework, so as to improve the quality of information, advice and support offered

	3
	To contribute to processes for reporting, feedback, monitoring, evaluation and service planning.

	4
	To carry out other duties appropriate to the role as required

	5
	To attend team meetings, supervision and training as agreed with your manager

	6
	Help to support wider communications activity across the charity as and when required


Communication and Editorial Assistant - Person specification
Experience

Experience of producing written information that is both accurate and accessible to a variety of readers
Experience of using social media platforms such as Facebook, Twitter, Instagram and Youtube
Experience of using a content management system to publish material on websites or evidence that you could acquire these skills readily
Experience of using photo-editing software, e.g. Photoshop
Some experience of laying out documents and publications, ideally using Desktop publishing software eg: InDesign or MS Publisher
Skills and knowledge
High standard of written English e.g. to degree level or equivalent professional experience
Ability to adapt your writing style for different audiences in different formats
Excellent attention to detail and ability to proof read
Excellent organisational skills and interpersonal skills
Thorough knowledge of MS Office and typical office software and ability to get to grips with other software quickly
An understanding of the issues facing families with children with special educational needs and disabilities (SEND) and the issues facing young people with SEND
Some understanding of search engine optimisation and how to grow an online audience
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