JOB DESCRIPTION 
Post Title: 
  Publicity Officer
Purpose of job: To work with the Chief Executive and Regional Organisers to make HOST better known to the general public, particularly to recruit new volunteer hosts; To foster a sense of belonging to HOST among hosts and maintain contact with former students through relevant publications; To write/edit any documentation produced for HOST use; To be responsive to updates on HOST’s website and social media. 

Reports to
: Chief Executive (CE) and works directly with Regional Organisers (ROs)
1.  Main Duties 
1.1.  Recruiting new hosts and devising strategy to enthuse existing ones.
1.2. Writing press releases for regular general distribution and for specific occasions in individual regions and liaise with HOST office staff on distribution when applicable.
1.3. Encouraging ROs to foster good relations with local press and radio stations so that they can take some responsibility for local contacts and recognise publicity opportunities.

1.4. Exploring other potential outlets for HOST publicity, including newsletters of other organisations, national press, radio and TV.

1.5. Writing articles, arranging interviews with hosts (in co-operation with ROs), providing  photographs,  promotional videos and other material, such as publicity  brochures, handouts direct mail leaflets   as required , whenever positive responses are received from the above. 
2. Newsletters of the Organisation (e.g. HOST Matters, HOST Post , ISA Newsletter, to Alumni students, etc.)
2.1. Liaising  with the CE  over the  timing of the editions as well as the contents of a particular issue. 
2.2. Preparing and editing all publications
2.3  Encouraging ROs to seek contributions from their hosts
2.4. Obtaining and editing material from contributors, and writing all other material
2.5. Preparing the layout in the appropriate form.
2.6  Taking responsibility for proofreading and all necessary alterations or amendments. 

2.7  Taking responsibility for sending all newsletters out to the appropriate recipients including arranging for address labels for distribution to those with no email addresses from the HOST office.
3. HOST Documentation
3.1. Writing and editing public documentation to be issued by HOST.

3.2. Writing and editing HOST’s website, social media sites, power point presentations and videos as required by the CE
3.2. Work with designers and printers as may be required.
4.  Developing  and  operating  a system for obtaining material from former students and other potential contributors. 
5. General 
5.1. Contribute pro-actively to all elements of HOST’s work; suggest improvements and new initiatives.
5.2. Attend team meetings and HOST Conference.
5.3. Provide ‘handover’ to other staff as required.
5.4.  Give occasional talks to interested groups.
It is essential that this post is available to work occasional evenings and weekends. 
