


CoMMUNICATIONS ASSOCIATE 
Overall purpose of role:

To manage the production and distribution of content targeting Youth Music’s key external audiences, implementing the digital strategy and providing communications support to teams within the organisation.
Key areas of responsibility:
· Lead on the development and implementation of a content strategy aligned with Youth Music’s strategic direction.
· Contribute to the development of a digital strategy aligned with Youth Music’s strategic direction and support its implementation.

· Co-ordinate distribution and promotion of content through a range of channels including, but not exclusive to, social media platforms and e-bulletins.

· Co-ordinate the implementation of new initiatives that support the digital strategies and content strategies providing both project management and hands on support.  
· Make decisions regarding the on-going maintenance and development of the site in consultation with Design and Digital Assistant, colleagues, partners and end users. 
Reporting to: Communications Manager 
Main tasks: 

1. To devise and deliver a content strategy that spans all key communications channels.

· Determine content needs of key audiences and devise an overall approach to meeting these.
· Generate content ideas and devise a production schedule in collaboration with the Marketing Communications Manager and internal stakeholders.

· Ensure content is aligned closely with Youth Music’s brand guidelines. 

· Support the creation of content providing direction and support to staff and external contributors.
· Oversee the distribution and promotion of content through websites, social media and other channels where appropriate.

· Determine the level of engagement of content, seeking input from end users along the way and implementing improvements throughout the process.

· Providing communications support to the Grants & Learning and Fundraising teams

· Work closely with the Digital & Design Assistant on the presentation of content. 
2. To maintain and develop Youth Music digital presence as a key platform to deliver on its strategic aims.
· Ensuring Youth Music’s digital estate is aligned with the business plan and communications strategy.

· Manage any new developments to websites and microsites including blogs, forums and surveys.

· Build new pages using the Content Management System.

· Develop and manage budgets in consultation with the Communications Manager.

· Managing agencies and suppliers.

· Protect the integrity of the Youth Music brand online and offline.

· Initiating and developing partnerships with related websites and organisations to position Youth Music within the relevant sectors.

· Ensure the site has the appropriate copyright and data protection and other compliance requirements.
· Draw upon technical support from the Digital and Design Assistant.

3. To increase audience engagement with content.
· Implement a SEO plan to help increase visibility and search ability of content.
· Promote content through social media channels.

· Implement new campaigns to support new initiatives and projects to drive traffic websites.

· Measure and report on the impact of campaigns.
4. To support the development of online communities of practice
· Work with the Communications Manager to devise and develop Youth Music’s communications and digital strategy.
· Stimulate peer to peer activity and particularly, online practice sharing.

· Manage the developmental aspects of Youth Music’s online presence working closely with the Digital and Design Assistant.
· Measure and report on the impact of activity.

5. To develop and manage new digital opportunities.

· Instigating and overseeing research into new digital opportunities.

· Recommending and implementing digital developments to further the objectives of the programme.
6. Other duties

· To train other users on the content management system.
· Prepare reports on the performance and other aspects of the site.
· Work collaboratively as part of a wider IT, web and facilities team providing occasional cover for some routine front line support/duties.
· Carry out all such additional duties as are reasonably commensurate with the role.
· This job description is not necessarily an exhaustive list of duties but is intended to reflect a range of duties the post-holder will perform.  The job description will be reviewed regularly and may be changed in the light of experience and in consultation with the post-holder.

Person specification
Essential skills: 
Technical:
· Demonstrable skills in digital development, marketing and/or copywriting.

· Proven knowledge of marketing / web / UX principles and digital trends.
· Excellent copy writing and editorial skills with an understanding of writing for the web and print.
· Proficiency in a range of applications and software including social media platforms, content management systems, ecommerce, Google Analytics & Adwords, image-editing software, MS Office.

· Recent experience of devising and deploying a social media strategy and developing online communities.

· Project management skills.

· Ability to design, deliver and evaluate online campaigns using a range of tools.

General:
· Demonstrable commitment to learning and own professional development.

· Excellent verbal communications skills.
· Eye for design and attention to detail.
· Ability to manage and negotiate with contractors.
· Effective prioritisation and time management.
· Ability to meet tight deadlines.
Desirable:
· HTML & CSS skills.
· Experience of working in the not for profit sector.
· Educated to degree level or with relevant professional experience. 
· Understanding of Drupal Content Management Systems, Word Press or similar open source platforms.

Salary - £28000 (circa)
Benefits include:

Home working, Non-contributory company pension scheme at 8%, 25 days annual leave and CPD support amongst others.

To apply:

A letter of application indicating:

· Why this post is of interest to you.

· How your skills are suitable to the role.

· Your vision and aspirations for the role and any personal development opportunities you have identified.  

· A curriculum vitae giving details and factors which you consider relevant and a link to an online portfolio (or links to examples of your work).
· Please keep this succinct, no more than two sides of A4 for your letter and three sides for your CV.
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