PERSON SPECIFICATION

Applicants are advised to read the job description as well as relevant information on the Organisation. The skills, abilities, and experience outlined below provide a summary of what is required to carry out this job effectively. They also form the selection criteria on which the decision on who to shortlist will be made. 
Please ensure that in your application you show how you meet the criteria outlined below by giving brief examples, where possible, so that we can understand what you’ve done before. You may also have had a range of experience outside your working life, such as family responsibilities, volunteering or community involvement. Please feel free to use these as examples.
The Essential Criteria show the minimum essential requirements for the post.

The Desirable Criteria show additional attributes which would enable the applicant to perform the role more effectively with little or no training. They are not essential, but may be used to distinguish between applicants.

Essential criteria
1.  An excellent communicator, including written skills in English. You will have extensive experience of communicating clearly and concisely, adapting the content and style to suit the audience
2. Excellent interpersonal skills in order to engage and gain the respect of people from a broad variety of backgrounds, whose roles and background may not be attuned to communications and PR in order to advise them and/or secure their support and cooperation.

3.  Proven track record of writing for and using social media to generate engagement and understanding for various target audiences.
4.  Proven experience of researching, identifying and placing news stories; with the ability to produce clear, concise and attractive prose at a reasonably fast rate, and to edit own work.
5.  Extensive experience in the use of MS Windows; particularly in desktop publishing and a good understanding of design, layout and use of graphics; and with the ability to be self-supporting with regard to day-to-day administration.
6.  A proven ability to deal with a varied and complex workload, including the ability to organise your own workload, prioritising a variety of tasks while working under pressure and to strict deadlines. You will have the ability to work independently and as a committed team member as well as working on own initiative.
7.  Well presented, a self-starter with high levels of personal self-motivation and stamina, have a flexible approach to work and be receptive to change.
8.  A commitment to equal opportunities and an understanding of how it relates to this role.
 Desirable criteria

9.  A bachelors degree or equivalent OR/AND a recognised professional qualification in relevant discipline.
10. Experience in working with website content
11. A  good understanding of charitable organisations as well as experience of working with volunteers.
