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Halton and St Helens VCA – Job Description

Role: Communications and Engagement Officer 

Reports to:	Chief Executive Officer / Senior Management Team 

Line Managed by:  Chief Executive Officer  

Staff Responsible for:  None 

Job Purpose

The Communications and Engagement Officer will be responsible for promoting both the voice and the impact of the VCFSE sector across Halton & St Helens and ensuring that large and small organisations are heard when developing policy and plays a full part in decision-making

Key Tasks 

Communication Strategy:
· Develop and execute a comprehensive communication strategy that aligns with the organisation's goals and values.
· Craft clear and compelling messages to effectively communicate both the organisation's and sector’s initiatives, programs, and successes to various stakeholders.
· Ensure consistent branding and messaging across all communication channels.

Content Creation:
· Create engaging content for diverse platforms, including website, social media, newsletters, press releases, and reports.
· Produce written materials such as articles, blog posts, and case studies that highlight the achievements of the sector and the organisation's role within it.
· Collaborate with other team members to develop multimedia content like photos, videos, and graphics

Digital Presence and Social Media:
· Manage the organisation's social media platforms by posting relevant content, responding to comments, and engaging with the online community.
· Develop and implement social media campaigns to promote events, activities, and success stories within the sector.
· Monitor social media trends and relevant discussions to stay informed about current topics and sentiments.


Stakeholder Engagement:
· Build and maintain relationships with local voluntary, community, faith and social enterprise sector organisations, partners, funders, and community leaders.
· Gather feedback and input from stakeholders to continuously improve communication strategies.

Event Promotion:
· Support the promotion and organisation of events, workshops, and training sessions offered by the organisation and the wider sector.
· Develop marketing materials and communication plans to ensure successful attendance and participation.
· Collaborate with the team to ensure events are well-documented and promoted across various channels.

Reporting and Analysis:
· Collect and analyse data on the effectiveness of communication strategies and engagement efforts.
· Prepare regular reports summarising key metrics, insights, and recommendations for improvement.
· Use data-driven insights to refine communication strategies and achieve optimal engagement outcomes.

General

· Provide own administrative support including setting up and maintaining office systems.
· Work to annual targets and provide reports to contract holders/funders and Halton and St Helens VCA Board of Trustees.
· Monitor complaints and follow procedure.
· Ensure the security of the office and office equipment.
· Able to travel locally, regionally and nationally.
· Attend staff, committee and other meetings as appropriate and undertake any other work deemed necessary by the Chief Officer to further the aims and objectives of Halton and St Helens VCA.
· Ensure all information is up to date and relevant and the organisation remains compliant with relevant legislation.

It is the nature of the work of Halton and St Helens VCA that tasks and responsibilities are, in many circumstances, unpredictable and varied. All employees are therefore required to work in a flexible way when the occasion arises, so that tasks not specifically covered in the job description are undertaken. These additional duties will normally be compatible with the skills and responsibility of the existing work.

All employees are required to abide by Halton and St Helens VCA policies with regard to Health and Safety, Equality and Diversity and Information/Communications Technology. All employees are also reminded of the need to keep all information regarding the organisation, its clients, partners and funders confidential, except where information needs to be shared on a professional basis with colleagues or external partners.

Person Specification

	

	Essential/Desirable

	Knowledge
· Understanding of communication strategies and their application in the voluntary, community, faith and social enterprise sector.
· Knowledge of social media platforms, content management systems, and digital communication tools.
· Familiarity with branding principles and maintaining consistent messaging.
· Awareness of stakeholder engagement techniques and relationship building.
· Understanding of event promotion and coordination
· strategies
· Ability to collect, analyse, and interpret data for reporting and decision-making
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	Skills 
Excellent written and verbal communication skills
Proficient in content creation across various platforms
Multimedia content development (photos, videos,
graphics)
Social media management and campaign execution
Event promotion and coordination
Data collection, analysis, and reporting
Networking and stakeholder relationship-building
Strong organisational and time management skills
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	Experience
· Prior experience in communications, engagement, or
· related roles
· Exposure to voluntary sector or community-oriented
· organisations
· Track record of creating content for diverse audiences
· and platforms
· Proficiency in managing social media platforms and
· engaging online communities
· Experience in coordinating events and workshops
· Previous involvement in stakeholder engagement and
· relationship-building activities.
· Familiarity with data collection, analysis, and reporting processes
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	Personal Qualities
· Passion for community development and the role of the voluntary sector
· Creative and innovative approach to communication strategies
· Proactive and self-driven, with the ability to initiate tasks independently.
· Collaborative mindset, able to work across teams and departments
· Adaptability to changing priorities and dynamic environments
· Strong interpersonal skills and approachability
· Empathetic and active listener, sensitive to stakeholders'
· needs
· Commitment to continuous learning and personal growth
· Positive attitude and enthusiasm for contributing to community well-being
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