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Job Title & Purpose:

Engagement Officer
· To support both organisations in the development and implementation of effective marketing of services as well as customer engagement.  This includes the responsibility of updating Deaf Direct & UK Deaf Sport (UKDS) online social media platforms to raise the profile of the organisations’ work.
· To maintain and develop the UK Deaf Sport’s business CRM system in order to support staff members data management needs.

· To support UK Deaf Sport’s team to ensure administrational tasks are provided in an effective and efficient way.

Responsible for:
Engagement with the public, professionals and organisations

Accountable to:


Community Manager, Deaf Direct 

Report to:



Director of Development, UK Deaf Sport

Annual Leave:


23 paid days per year, plus usual public holidays 

Hours of work:


37.5 hours (full-time)
Salary:



£17,161 (scale 4, point 18)

Location:



Worcester

Length of the contract:
24 months (2 years), upon appointment
Regular hours are within the usual working week of Mon-Fri, 9am-5pm.  Occasional evening or weekend work may be required, e.g. a visit to a deaf related event or an evening meeting.  For such events a system of time off in lieu is in operation.

Job Description:

· To support both organisations in the development and implementation of effective marketing of services as well as customer engagement.  This includes the responsibility of updating Deaf Direct & UK Deaf Sport online social media platforms to raise the profile of the organisations’ work.

· Deaf Direct

· To be responsible for monitoring & ensuring all Deaf Direct factsheets and other public materials are up to date and accurate, including meeting the Information Standard and developing new materials.  This may include personal research or collaboration with other departments regarding specialist information and materials.

· To enhance our ability to generate income through Deaf Direct website, social media and relevant third party donation websites, such as Just Giving.
· To liaise with all staff and departments to ensure gaps in information or services are identified and met.
· To maintain accurate statistical records and produce reports regarding marketing and engagement activities to allow demands, trends and effectiveness of the service to be monitored.
· Assist the compiling case studies to example provision and market services.
· Responsible for stationary stocking and ensuring materials are up to date.
· To assist in the delivery of consistent high quality services by fully participating with and actively supporting colleagues.  This includes providing cover for frontline duties in the absence of administration staff, as well as supporting the Senior Customer Service Coordinator and all members of the information and bookings team.
· UK Deaf Sport

· To support UKDS in developing strong two way communication with organisations in order to ensure that UKDS products, programme and progress as the leading strategic agency in the development of Deaf sport it known and understood.
· Deaf Direct & UK Deaf Sport

· To be responsible for collating and edit both internal articles and external material for the newsletters and other traditional media for Deaf Direct and UKDS.

· To manage the digital presence of both organisations (including website and social media), ensuring the public can be kept informed of the organisations’ developments.  This includes advising/overseeing other members of staff for appropriate use of social media in order to ensure a consistent and professional approach. (Training on website will be provided)
· To ensure good communication with clients in their preferred communication mode by ensuring materials are accessible as appropriate.
· To ensure promotion and awareness of the services offered by Deaf Direct and UKDS to all clients, professionals and centre hirers.
· To plan, execute and attend internal, external and public events in conjunction with other departments in order to promote the organisations.
· To obtain, and accurately record, feedback and consultations with service users, and other stakeholders, in conjunction with other staff.
· Be alert to other organisations and their use of digital media to maximise potential and impact for both organisations.
· To oversee and distribute information received through the office e-mail address to the appropriate person so that any enquiries can be swiftly and effectively addressed.
· To maintain and develop the UK Deaf Sport’s business CRM system in order to support staff members data management needs.

· To input information into the organisations CRM system to ensure that accurate records are kept of business contacts.

· To work with staff and Board members to identify development needed to the CRM system and carry out changes when needed (training on CRM will be provided)

· To work with staff to create reports from the CRM system that will enable the staff to monitor communication and engagement through the organisations networks.

· To support UK Deaf Sport’s team to ensure administrational tasks are provided in an effective and efficient way.

· To provide administrational support to UKDS Chair to organise Board meeting and distribute appropriate papers.

To undertake any other duties that fall within the scope of the job, the title of the post and its’ grading.
Deaf Direct Mission Statement:
To promote independence and equality of opportunity for Deaf & hard of hearing people living in the communities of Herefordshire and Worcestershire.
UK Deaf Sport Statement on Equality and Diversity:

UKDS is committed to championing equality and diversity in all aspects of employment and in the services that it provides.  All UKDS employees are expected to understand and promote the Deaf Direct Equal Opportunities Policy in the course of their work.
All UKDS staff are required to actively promote the equal opportunities policy and influence and encourage the empowerment of disabled people within sport.

The term “Deaf” is used to represent all people who are Deaf, Hard of Hearing, Deafened and Deaf-blind.

Personal Specification:
Engagement Officer
	Criteria
	Necessary Requirements
	M.O.A*

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of being involved in marketing and public relations activity
· Drafting copy for literature such as leaflets

· Experience of using social media especially Facebook and Twitter

· Proofreading and editing publications
· Handling communications and queries from members of the public

· Researching and gathering information


	· Experience on deafness
· Experience on sport sector

· Experience of dealing with local, trade or national media

· Experience of working on high profile events


	A, I

	SKILLS AND ABILITIES
	· Knowledge of WordPress application

· Persuasive, influencing and communication skills; including in situations requiring robust debate and challenge.
· A collaborative and inclusive approach to securing outcomes and improvement

· Strong literacy skills

· Confident in dealing with members of the public

· Effective administration skills

· IT literate, with ability to process and amend documents and publication quickly and accurately use a range of IT applications

· Ability to work effective with minimal supervision using own initiative


	· Knowledge of Adobe Photoshop or equivalent

	A, I

	EDUCATION/
QUALIFICATIONS/ KNOWLEDGE
	· Relevant professional qualification or demonstrably similar skills evidence relevant to the requirements of the post

	· Understanding on government’s stance on deafness and sport

	A, C, I

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including at time requirements to work beyond normal working hours
· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement


	
	A, I, C

	COMMITMENT TO EQUAL OPPORTUNTIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users


	· Have a good understanding on equality and diversity

	A, I

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service
	· Evidence of surpassing customer expectations or service targets/goals

	A, I


*M.O.A. – Method of Assessment: A= Application; C = Certificate; I = Interview[image: image3.png]
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