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JOB DESCRIPTION

Job title:


Interim Publications Coordinator



Salary and grade:

£29,582 gross per annum and D
Department:


Advocacy and Communications
Location:


London
Responsible to:

Communications and Campaigns Manager

Responsible for:

Consultants
Contract: 


6 months fixed-term contract 
Key relations:
The post holder reports to the Communications and Campaigns Manager and works as part of a team with the other advocacy, communications and policy staff in London and international offices. 
HelpAge International 

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. 

Rapid global ageing is a key issue for development. One in five people will be over 60 by 2050 and four-fifths will live in low- and middle-income countries. As part of the Advocacy and Communications Department, you will help 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 member 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 older people’s organisations, undertaking grassroots programming and local, regional and international advocacy work. 

International Advocacy and Communications Department

HelpAge has significantly grown its advocacy, campaigns and communications capacity to build profile, support fundraising and change policy in favour of older men and women. 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:

· Delivering a smart advocacy agenda that increases profile and understanding of ageing in developing countries
· Leading on and coordinating global campaigns that inspire action on ageing
· Leading effective external communication and brand awareness, by building organisational and network capacities in communication
· Supporting the growth of a strong global network of organisations to promote the rights of older people
Purpose of the job
The post holder will have a strategic oversight and grow HelpAge International’s influence through the production and marketing of high-quality, well-targeted publications. This includes setting standards and building publications expertise across the organisation, developing a portfolio of publications, and managing and editing them and other materials. The work focuses on our flagship the Global AgeWatch Index programme, corporate communications, campaigns and technical support.  
Responsibilities
Publications coordination and quality control

· Keep a strategic overview of publications based on HelpAge’s programme of work and ensure strong linkage with HelpAge digital and campaign plans.

· Promote policies and procedures for producing and disseminating attractive, accurate, relevant, timely publications within the framework of the International Advocacy and Communications Strategy.
· Maintain a publications calendar and record of publications produced.

· Participate in cross-departmental teams to identify themes and topics and encourage high-quality contributions
· Provide expertise to the organisation on publishing, keeping abreast of new developments to ensure that publications are produced in the most cost-effective way. 
· Champion the HelpAge brand and ensure that publications are consistent with brand and that they meet all legal requirements including charity regulations and copyright law.

· Review, copy-edit and contribute to publications and other communications materials and campaigns.

· Support staff and partners to raise standards in editing, writing and translating publications across the organisation through mentoring, advising and providing contacts and information.

· Develop, maintain and promote an editorial house style for HelpAge publications.
· Oversee monitoring and evaluation of publications quality and use.
Corporate publications and other materials
· Develop and build core publications and email communications including the Global AgeWatch Index Insight Report, Global AgeWatch enewsletter and Annual Review.

· Develop and maintain working relationships with a range of freelance writers, editors and designers.

· Commission and manage work by freelance writers, editors and designers for use by London and other offices.
Marketing

· Develop, implement and monitor effectiveness of marketing plans for HelpAge International’s core publications, including through digital channels.
· Participate in our website refresh project, with a particular focus on improving the marketing of publications through online communications.
General

· The postholder may be required to undertake additional tasks, commensurate with status, after consultation and the provision of necessary support and training as appropriate.

· The postholder is expected to operate within all HelpAge policies and procedures.

Person specification

Essential

· Exceptional communications skills, both written and verbal, and ability to research, analyse and interpret information. 

· Ability to work with different stakeholders to tailor publications to meet the needs of HelpAge’s objectives and audiences. 

· Significant operational experience and demonstrable success in delivering a range of high-quality publications from inception to marketing, including commissioning and managing external suppliers and managing work to budget and to time.
· Comprehensive understanding of the role of publications in delivering an organisation’s communications aims and integrating these with digital channels.

· Strong interpersonal skills, including the ability to work with people from a wide range of cultures and backgrounds, and to lead a cross-departmental team.
· First-class editorial skills including writing, editing and proofreading technical, media and public-facing publications.
· Sound strategic thinking, project management, evaluation and planning skills, including ability to think creatively and innovate. 

· Ability to train and support others formally and informally.
· Ability to multi-task and remain calm under pressure.
· Knowledge of or interest in ageing and development issues.
· Ability to operate within an administratively self-servicing environment.
Desirable

· Experience of epublishing.

· Experience of working in an international organisation.
· Spanish or Russian language skills.
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