


DIGITAL AND DESIGN ASSISTANT
Overall purpose of role:
To assist in the design and presentation of content for web and print and provide light front-end development support.  
Key areas of responsibility:
· Contribute to the development of a digital and content strategy aligned with Youth Music’s strategic direction. 
· Designing all materials for print and web.

· Light front end development of Youth Music’s online presence.
· Assist in the implementation of new initiatives that support the strategy providing hands on support. 
· Respond to systems and technical support enquiries.
Reporting to: Communications Manager.
Job sharing: Not applicable as role is part time (0.5).
Main tasks: 
1. Design

· Design of all print materials including brochures, flyers, research reports and corporate materials.

· Design for websites, social media platforms, banners and e-newsletters.

· Determine effectiveness of design activity utilising analysis tools, feedback channels etc.
2. Light Front End Development

· Performing basic front end development tasks across Youth Music’s websites and social media platforms drawing on the support of agencies where required.
· Working closely with the Communications Team and web agencies to create a development plan for all websites and social media platforms.
· Determine effectiveness of front end development activity utilising analysis tools, feedback channels etc.

3. Support
· Responding to external queries regarding the websites and potential technical problems. 

· Assist with initiatives to help increase visibility, traffic and activity.
· Assist as required with collation and uploading of material to the web. 
4. Social Media Strategy and online communities
· Support initiatives involving social media activity, e-communications and online practice sharing. 
5. Other duties

· Sourcing images ensuring that necessary permissions have been obtained.
· To train other users on the content management system.
· 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:
· Experience in design and development of websites, e-newsletters and print design, evidenced by a strong portfolio.

· UX and design principles.
· Proficient in HTML and CSS.
· Excellent working knowledge of a range of design software applications.
· Understanding of Drupal Content Management Systems, Word Press or similar open source platforms.
General:
· Creative.

· Ability to collaborate and be a team-player.
· Excellent written and verbal communication.
· Effective time management.
· Eye for design and attention to detail.
· Effective prioritisation and time management.
· Ability to meet tight deadlines.
Desirable
· Experience of working in a not-for-profit environment.

· Understanding of the music education sector.
Benefits include:

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

Salary - £23000 pro rata
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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