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JOB DESCRIPTION – JUNIOR COMMUNICATIONS OFFICER
	Job Title:
	Junior Communications Officer

	Department:
	Communications

	Location:
	17-22 Kingsbridge House, Parkgate Street, Dublin 8.

	Reports to:
	Head of Communications

	Contract Type:
	1 year fixed term

	Salary 
	Commensurate with experience 

	Background & 

Job Purpose:
	Communications is an important part of the support function within Gorta Self Help Africa. The department has been developed over the past five years to provide internal capacity to support the varying communications and marketing material requirements across the organisation.  

This includes, but is not exclusive to the requirements of public fundraising, institutional fundraising, programme support, advocacy, and development education, as well as the communications and media/marketing support requirements of subsidiaries and affiliates WorldWise Global Schools, Partner Africa, TruTrade and of local partners. As a part of the Communications Team it may be necessary to also provide ‘back office’ communications support to other associated companies and subsidiaries, as required.
The role requires you, as a part of the communications team, to contribute to and support the department in delivering upon the varying support functions that is required to fulfil.

This work will involve identifying, sourcing and developing content – in visual and written form – that can be used in written materials, including publications, donor reports, online channels and other media as required by Gorta Self Help Africa and its subsidiaries for the purpose of promoting, marketing and communicating on behalf of the organisation.

	Key Responsibilities:
	Role Specific

· Contribute to the production of content – written and visual, to enable the production of communications and marketing materials across the whole organisation.

· As a part of the communications team produce written content that can be used in both on and off-line contexts

· Ensure that content is compliant with relevant codes to which Gorta Self Help Africa is signed up.  

· Support the maintenance, archiving and storage of content 

· Contribute to the on-going development and maintenance of the online presence of GSHA and its subsidiaries.
· The role may occasionally require you to travel – to UK or to Africa, to gather information and content for use in fulfilling the communications remit.
· Assist with the production and delivery of public facing events and activities that Gorta-Self Help Africa is committed to delivering

· Responsible for the production of video materials that can be used either as stand-alone promotional devices, or as a part of the multi-media ‘storytelling’ about the organisation and its work

At the direction of your Line Manager and in tandem with IT;

· To establish and maintain a library of case studies and photography.

· Implement appropriate CMS.

	Key Relationships:
	· Communications Team

· Fundraising Teams in Ireland, UK and USA
· Programme Team
· Country teams in Africa

	Qualifications/Other Requirements
	Essential

· Third level qualification in media, marketing or related discipline
· Strong organisational and communication skills
· Ability to work under pressure
· Previous relevant experience 
· Strong relationship management and teamwork skills
· Highly analytical
· Excellent writing skills.
Desirable 

· Enthusiastic and flexible working attitude
· Knowledge of Adobe Create Suite programmes 
· Knowledge and/or experience of new media and social media marketing 
· Video editing 
· Commitment to the work of Gorta Self Help Africa
· Good photography/filming skills

	Role Competencies
	· Strong communication skills
· Ability to multi task
· Ability to produce results
· Familiarity with word processing, desktop publishing, video editing software.

	Note:
	· Work in completing the demands of this position is managed by the Head of GSHA Communications and should, unless by other arrangement, be accurately reported using time-charges, and booked/directed via the Salesforce marketing material requests system that has been put in place for this purpose, unless previously agreed otherwise.


Gorta Self Help Africa is an Equal Opportunities Employer
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