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Job Description

Job Title:

Digital Communications Officer
Salary & grade:
D & £30,026 gross per annum
Department:

Policy, Advocacy and Communications

Location:

London

Responsible to: 
Digital Communications Manager
Responsible for:
Consultants, volunteers

Contract:

One year fixed term contract, full time 
Background

HelpAge International helps older people claim their rights, challenge discrimination and overcome poverty, so that they can lead dignified, secure active and healthy lives. Our work in over 75 countries is strengthened through our global network of like-minded organisations - the only one of its kind in the world. 
We believe age helps. The contribution older women and men make to society – as carers, educators and workers – is invaluable. But growing older is not without its problems. Rapid global ageing is a key issue for the developing world. One in five people will be over 60 by 2050. As part of the Advocacy and Communications Team, your challenge will be to raise awareness of global ageing and mobilise action to support the rights of older women and men.
HelpAge International has a secretariat in London, seven regional centres and country offices all around the world. The secretariat works with 400 affiliate and partner organisations and mobilises over 200,000 campaigners in our Age Demands Action campaign. It is the only global network working with and for people’s organisations, undertaking grassroots programming and local, regional and international advocacy work. 
The International Advocacy and Communications Department

The team, with members in London and each regional office, leads on communications, campaigns, fundraising communications, advocacy, digital and media to deliver HelpAge International’s vision and mission by:

1. Delivering a smart advocacy agenda that increases profile and understanding of ageing in developing countries

2. Leading on and coordinating global  campaigns that inspire action on ageing

3. Leading effective external communication and brand awareness, by building organisational and network capacities in communication

4. Supporting the growth of a strong global network of organisations to promote the rights of older people 

The team seeks to give older people a platform to express their concerns directly.  
This role is to cover a career break, hence the reason it is a year contract.
Job purpose 
Produce web, social media and multimedia content around key HelpAge themes, projects and topical issues that will engage our audiences and motivate them to support the HelpAge cause.
Main tasks 
Content creation and web development
· Lead on coordinating the production of content packages including, photos, written content (including blogs) and other digital assets to produce compelling messages for HelpAge and Affiliate websites that will engage supporters and motivate them to act.  

· Manage a global calendar of web content to be updated regularly, coordinating with regional communications officers and sharing with sister Affiliates.

· Project manage web and multimedia developments, writing specifications and creative briefs, managing external agencies, testing functionality and usability, and taking responsibility for sign off.
· Take day-to-day responsibility managing the global website, ensuring web content is user-friendly, carrying out regular content audits and user testing, and making any necessary improvements.

· Continue to develop our website refresh project to ensure the website effectively engages visitors, is responsive across all devices and is aligned with our new Strategy 2020. 
Supporter engagement through social media
· Build supporter engagement and market content through HelpAge’s social media channels including Twitter, Facebook, Google+ and YouTube.

· Work with teams in PAC and across HelpAge to develop and implement integrated social media engagement strategies for specific campaigns and other high profile events. 

· Develop social media toolkits for staff, Affiliates and partners.

· Induct staff and Affiliates on our social media guidelines and policy, including updating training materials. 

Learning and innovation

· Monitor and evaluate website and social media activity to measure impact and inform ongoing content and social media strategies.

· Keep abreast of new developments in digital communications and social media and advise on appropriateness of these tools for HelpAge.
Training

· Provide guidance and training to HelpAge staff to enable them to produce lively and engaging content for the website.
· Support staff and Affiliate to use social media effectively.

Other
· Be a focal point in the communications team when large scale emergencies, including DEC appeals happen. Provide cover for the Digital Marketing officer when required, including work on eNewsletter and Google AdWords.
· Provide input into the organisation’s digital communications strategy.
· The jobholder may be required to undertake additional tasks, commensurate with status, after consultation and the provision of necessary support and training as appropriate.

Person specification
Essential

· Excellent skills in writing/editing for the web and social media channels, with an understanding of content SEO.
· A good eye for design and understanding of brand.
· Experience of briefing and managing external service providers such as digital production agencies and freelance copywriters.
· Experience of managing web development projects.
· Experience of managing production of engaging multimedia content for web audiences.
· Experience of training and capacity building in digital skills.
· Experience of social networking and building online communities.
· Excellent analytical skills, including use of Google Analytics, and the ability to find creative solutions to problems. 
· Able to juggle multiple tasks and work under pressure to meet deadlines.
· Good team working and negotiation skills.
· Knowledge of content management systems, databases and basic HTML.

Desirable

· Experience of digital marketing and use of Google AdWords.
· Digital fundraising skills.

· Experience in using Adobe Creative suite, including Photoshop and Illustrator.
· Fluent in other languages, e.g. Spanish, French.

