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VOLUNTEER ROLE DESCRIPTION
MARKETING AND SOCIAL MEDIA SUPPORT    


About CIAS

Coventry Independent Advice Service offers free, confidential, community-based advice in Coventry. 
CIAS mission is to advance the welfare of Coventry residents, predominantly by providing information, advice, and support, thereby reducing inequality and improving quality of life within the city. 
Our vision is for a city of empowered citizens. By offering high quality advice and information services within the city we will help people to make informed decisions and choices that affect their lives. We do not seek to create a dependency on our service for assistance; instead, we strive to empower people to recognise their rights and entitlements, to claim the benefits they need and to help find realistic solutions to financial problems. 

Role Purpose
As a marketing and social media support volunteer you will be seeking to create stronger links with the local community and publicizing the excellent work of CIAS.  Our Marketing Volunteers will provide support to the Services Director in undertaking this work.

Main Responsibilities 

Being a marketing and social media volunteer can involve:  

· General administrative support including data entry maintenance  and updating of mailing lists
· Social media – devising and posting content on our twitter/ Instagram and Facebook pages
· General assistance to the events programme including attendance at key events 
· Updating third party website listings
· Assisting with the production of publicity materials including press releases and printed materials
· Assisting with marketing distribution including mail-outs of marketing material 
· Undertaking research into potential audience groups  
· Encouraging others to fundraise or volunteer for us  
· Inform people about the work of CIAS through writing a Newsletter together with the Volunteer Co-ordinator.

Person Specification:

· Publicising the work of CIAS at events and workshops
· Identifying local community bodies
· Contacting local press in line with our PR guidelines
· Distributing publicity material through mail-outs or by hand, email, websites 
· Identifying locations for digital publicity material
· Contacting and liaising with local groups
· A professional, friendly and outgoing manner
· Ability to work on own initiative
· [bookmark: _Hlk65497218]Previous marketing and social media experience would be desirable 
· Commitment to work within marketing guidelines and policies 
· Willingness to learn about the range of our services   
· [bookmark: _Hlk65497189]Good oral and communication skills essential
· The ability to work confidently on own initiative and know when to seek help and    support.
· I.T. literate
· Reliability
· Willingness to undertake training where necessary
What will you gain
· Opportunity to develop self-confidence, PR and marketing skills
· The satisfaction of knowing you will be making a difference to the lives of vulnerable people and ending inequality in Coventry. 
· An opportunity to be part of a friendly team.
· Full induction and training for the role followed by support from a volunteer supervisor and an opportunity to participate in virtual volunteering activities including socials, wellbeing, and reflective support.
· A reference from a reputable organisation.Hours of Work:     9:30AM-12:30PM/ 1:30PM- 4:30PM or 9:30AM-4:30PM.
Responsible to:     Shukry Adan 
Based:                     You will carry out this role remotely from home. This role may move to being office 		                   based at a future date but for the foreseeable future we anticipate this role will operate           
                                remotely. 








Additional Information
For this role you will need to have access to a laptop/desktop computer and reliable wi-fi 
(a laptop can be provided).
 As you will be accessing confidential data you will be required to complete a Basic Disclosure check as part of our recruitment process.

To apply please go to our website www.covadvice.org.uk. If you require further information or the application in an alternative format, please contact our Volunteer Coordinator Shukry Adan on 07384 625 609 or email shukry.adan@covadvice.org.uk. Once we receive your application, we will acknowledge receipt and explain the next steps to you.


Coventry Independent Advice Service Ltd is a registered charity (1015216) and a company limited by guarantee in England and Wales (2761115).  
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