[image: image1.jpg]VOLUNTEER







[image: image1.jpg]
Summary of Main Responsibilities:

The Digital Media Assistant will work with the Community Engagement team to promote and support volunteering across Northern Ireland.  The post is ideal for a student/recent graduate seeking a hands-on opportunity to work on social media, graphic design, and video editing in a charity setting.  A full person-centred training plan will be put in place for the post holder.
Main Areas of Responsibility:
Duties and Responsibilities
Digital Promotion
1. Create content for Volunteer Now’s growing social media accounts on Twitter, Facebook, Instagram, and LinkedIn;

2. Help maintain Volunteer Now’s social media calendar and plan out content for each week and month;

3. Assist with social media outreach and engagement and find key influencer stakeholders in the volunteering space;

4. Monitor social media platforms and track relevant news stories, as well as trending hashtags and topics;

5. Design graphics and edit or transcribe videos using Canva and/or Adobe Creative Cloud;

6. Help plan social media campaigns, such as Instagram Lives and Twitter Chats; and

7. Track and report on Volunteer Now’s social media analytics.
8. Support the promotion of volunteering across a range of media.
Operational Contribution

9. Contribute to effective team work and communication within the Volunteer Now team.

10. Implement agreed systems for measuring, monitoring and reporting performance against key performance indicators and outcomes.

11. Undertake a representative role for Volunteer Now as appropriate.
12. Work within the values of Volunteer Now
13. Undertake other such reasonable duties as may from time to time be required by Volunteer Now.
Contract of Employment: 
3 year Fixed Term Contract. 

Salary:
£9.90 per hour 
Holidays:
22 days per annum.  In addition, statutory/public holidays in accordance with Volunteer Now policy will also be granted.  After one year this rises to 25 days and then a further 1 day per year to a maximum of 30 days.
Pension:
A flexible retirement pension scheme is provided with Volunteer Now contributing 4.5% of gross salary per annum.  You are eligible to join the scheme once probationary period is completed satisfactorily. 

Hours of Employment:
35 hours per week. Reasonable hours outside this (the nature of the work means that evening and weekend work will be required during events therefore the working hours will be across Monday-Sunday, as applicable) are required to fulfil the obligations associated with the post.

Travel & Subsistence:
Current rates are available from the Corporate Services Manager.

Location:
Offices are available in Belfast, Newry, Enniskillen, (may be required to travel to other locations as necessary). Staff will be required to support the work of the organisation across all of its areas.  A hybrid working policy is in place to facilitate home working as part of this post.
Person Specification

Applicants must have demonstrable evidence of the following qualifications, core competencies and additional requirements:

Qualifications

· Qualification specialising in digital media, graphic design, communications, marketing or relevant subject;  (Desirable)
· Hold a full driving licence and/or access to a form of transport which will enable the post holder to carry out the duties of the post effectively.

Core Competencies

· Delivering Excellence (Focus: quality outcomes, learning, continuous improvement) 
· Thinking Outside the Box (Focus: innovation, resourcefulness, creativity) 

· Working Together (Focus: connecting, collaborating, building relationships) 

· Getting Things Done (Focus: decision making, planning + organising, working independently) 

Additional Requirements

· Familiarity with Microsoft Office, Canva, and Adobe Creative Suite; 
· Experience with (or interest in learning) social media platforms;
· Experience of volunteering (Desirable)
JOB DESCRIPTION





Job Title:  Digital Media Assistant





Responsible to:  Community Engagement Manager





 Salary Range:  £9.90 per hour
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