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MARKETING AND SOCIAL MEDIA VOLUNTEER ROLE DESCRIPTOR AND PERSON SPECIFICATION



What do we do?

We help people in our local community by providing free and confidential information, advice and support.

We help people to identify and claim benefits, deal with problem debts, access charitable support for life’s essentials and a range of other things that help make life a little bit easier for people who may be struggling.

‘Our 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.

What will you do?

As a marketing and social media volunteer you will be helping us to create stronger links with the local community and publicise the work excellent work we do to local audiences using a range of channels. You will be providing marketing and social media support to our CEO.

The role is flexible to suit your commitments and interests.

We will require a minimum commitment of at least 6 months

Being a marketing and social media volunteer can involve:  

· General administrative support including data entry maintenance of mailing lists
· Social media – devising and posting content  
· General assistance to the events programme including attendance at key events 
· Updating third party website listings
· Assisting with the production and distribution of publicity materials including press releases and printed materials by mail-outs or by hand, email, websites
· Undertaking research into potential audience groups and contacting and liaising with local groups.   
· Encouraging others to fundraise or volunteer for us  
· Publicising the work of CIAS at events and workshops
· Identifying local community bodies
· Contacting local press in line with our PR guidelines
· Identifying locations for publicity materials


Why should you volunteer with us?
 
· You will meet new people in your community
· You will be making a difference to the lives of local people who need our support
· You will join a friendly and supportive team
· You will develop new skills
· We cover your expenses such as travel and lunch if you are with us for a whole day.
· You will get the opportunity to develop self-confidence, PR, marketing and communications skills

Who are we looking for?
These are some of the things that we think are the important qualities in a marketing and social media volunteer, but just as important is someone who is willing to learn and grow with our support.

· A professional, friendly and outgoing manner
· Ability to work on own initiative
· Previous marketing and social media experience would be a bonus 
· Commitment to work within marketing guidelines and policies 
· Willingness to learn about the range of our services   
· Good oral and communication skills are essential
· Good standard of literacy and numeracy
· 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
· Requirement to undertake Induction Training; work to guidelines and policies on Health & Safety, Confidentiality and Data Protection, Equal and Diversity etc.


Hours of Support: TBA

Responsible To: TBA

Based: TBA
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