The Scottish Throughcare & Aftercare Forum
Continuous Improvement Programme
JOB DESCRIPTION
Job Title:


Communications Officer
Objectives:

1. To maximise the positive impact of the Throughcare & Aftercare Continuous Improvement Programme 
2. To develop a resource bank of goo d practice
3. To support young people leaving care to have their voice heard and influence national and local throughcare & aftercare developments.
Hours:  


Full-time, 35 hours per week
Salary :


£23, 000 p.a.
Period of Employment:   
Fixed term contract until April 2012
Annual Leave Entitlement: 
20 days per year, plus 12 Public Holidays.
Location:
Office base at:  37 Otago Street, Kelvinbridge, Glasgow, G12 8JJ. 

You will be expected to travel within Scotland as part of your work, which may occasionally involve work at evenings and weekends.  

Responsibilities:

General:
· Produce and share a range of publicity and information resources to support the aims and development of the Continuous Improvement Programme.

· Deal with general enquiries in relation to the Programme.
· Build-up knowledge and gather relevant information on throughcare & aftercare developments in Scotland.
· Ensure that relevant information on the programme is developed, kept up to date and shared with stakeholders.
· Develop and promote a resource bank of good practice examples and case studies.
· Monitor and identify opportunities to improve support for care leavers by influencing policy and practice or by media work.
· Produce newsletters, e-updates and web resources.

· Produce publications such as leaflets or reports

· Engage effectively with the media and support the engagement of others as appropriate.

· Help to organise events

· Regularly liaise with the Programme Manager and wider team and provide feedback.
(cont….)

Young People:
· Provide communications support to the work of our young volunteers and explore skills development opportunities for them.
· Provide support for meetings, activities and events, or media opportunities which give young people a chance to share their views on and experiences of leaving care.
· Actively make contact with service providers and agencies for young people who are from particular areas or backgrounds that are under-represented. 
Partnership Working:
· Establish and maintain links with relevant organisations about the Programme, and keep them informed of developments.
· Work with Forum partners and members to maximise their contribution to and gains from the Programme.
· Engage with practitioners or service providers who can contribute information, case studies, or practice examples to the Programme.
Communicating Outcomes:
· Regularly report back to the Programme Manager and wider team on communications aims and activities.

· Be part of evaluating the outcomes of the Programme and contribute to the final evaluation report.
· Ensure that your work is carried out within the given budgets.
· Assist on providing information as required by the Project’s funding sources.
· Provide information to assist with pursuing longer term funding arrangements or specific funding applications. 
· Maximise the impact of the Programme on improving support for care leavers, through reports, events and media coverage.
Due to the nature of this position, a Disclosure Check will be required.

It is the nature of the Scottish Throughcare & Aftercare Forum’s work that tasks and responsibilities can at times be unpredictable and varied.  All employees are expected to work in a flexible way.  When the occasion arises, some tasks that are not covered in the job description may have to be undertaken.
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