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BRITISH CANOE UNION
Job Description

JOB TITLE:


Communications Officer
PURPOSE OF POST:
Responsible for all internal and external communications (excluding media )
RESPONSIBLE TO:

Head of Communications
1.0  KEY OBJECTIVES:

1.1  To be responsible for all internal and external publications including Web sites, Canoe Focus Magazine, Coaching Publications and all internal staff communications. 

1.2 
To manage, write and distribute club mailings, E newsletters and other external publications.

2.0 DUTIES AND RESPONSIBILITIES


2.1
To prepare copy for all BCU / Canoe England Web Sites and contribute to partner web sites and campaigns.

2.2
To prepare copy for all BCU/ Canoe England Publications including Canoe Focus

2.3
To plan and distribute internal staff communications, e newsletters, intranet

2.4
To provide copy, articles and materials for external publications. 

2.5
To manage and catalogue image library


2.6
To catalogue and code all communications materials and publications maintaining the document library

2.7
To maintain the BCU VIP and complimentary magazine lists


2.8 
To manage the BCU E-shop

2.9
To work with other members of the communications team and others across the organisation to ensure consistent messages are provided to key stakeholders. 
3.0 MANAGEMENT, BUDGETARY AND ADMINISTRATION 

3.1  
Manage and be responsible for designated budgets and expenditure as defined by the English Council.
3.2 
To attend BCU/Canoe England committee meetings as deemed necessary by the Head of Communications
3.3
 Prepare reports for committees and for other internal and external purposes.

4.0 SUCCESS FACTORS


4.1 
Feedback from stakeholders

4.2 
Increased staff and stakeholder satisfaction with the BCU

4.3 
Measurement of web site performance

5.0 MISCELLANEOUS
5.1
 To undertake other such duties and responsibilities that the post-holder may from time to time be directed to perform by BCU/Canoe England.

5.2
The post-holder's duties must at all times be carried out in compliance with the BCU's equal opportunities policy.
5.3 
Ensure the health and safety of all staff and resources within the post-holder's duties and personal responsibilities as per the requirements of the Health and Safety at Work Act 1974.
PERSON SPECIFICATION

Communications Officer
Qualifications


1.  Degree or equivalent qualification would be desirable.

Work Experience


1.  Understanding the function and role of the Communications Officer.


2.  Proven experience of planning, managing, monitoring and controlling financial resources and projects. 

3.  Understanding of and the ability to make effective use of a variety of communications tools.

Special Aptitudes

1.  A skilled communicator who can sell ideas, persuade and influence – both orally and in writing.

2.  A good understanding of the range of canoeing activities.

3.  Understanding of the voluntary sport sector and other public and private agencies.
4.  A confident personality who enjoys working constructively with teams and groups and is comfortable networking across an organisation.


5.  Well organised and methodical and the ability to meet timescales.


6.  Ability to motivate and support voluntary officers.


7.  Computer literate with good IT skills.
Other considerations


1.  A commitment to equal opportunities and sport equity issues.


2.  An awareness of the importance of Health and Safety requirements.

Circumstances

1.  Willingness to work unsocial hours including regular evening and occasional weekend meetings and undertake travel involving overnight stays.


2.  Vehicle owner with clean, current full driving licence.
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