The Lullaby Trust Job Specification


This post is subject to a satisfactory Criminal Records Bureau (CRB) declaration.  A full CRB check may be carried out on randomly chosen declarations which will disclose all cautions, reprimands and warnings as well as convictions.
	1. Post



	Post:
	Communications Volunteer


	Department:
	Communications 


	Salary:
	Unpaid Voluntary work
Travel expenses and lunch cost paid.
	Date:
	Feb 2020

	2. Supervisory responsibilities/position in structure



	Responsible to:
	Communications Manager

	Responsible for:
	n/a

	3. Main function of role

	The Lullaby Trust provides expert advice on safer sleep for babies, supports bereaved families and

raises awareness of Sudden Infant Death Syndrome (SIDS).

The Lullaby Trust runs an annual campaign Safer Sleep Week. The week-long national campaign starts in March so you will be joining the team at a busy and exciting time.
The Communications Volunteer is a junior position within this small and friendly charity.  The successful candidate will report to the Communications Manager working alongside the Head of Communications and Communications Officer.
The role would be ideal for someone looking to gain valuable experience in the charity communications sector. You will be given the opportunity to be involved with press, social media and our website during a busy and high profile campaign.  You will also assist in the day to day running of the comms function and working with other teams in the charity.  No prior experience is necessary but you will need a willingness to learn and an interest in the charity sector. 



	Prepare written content as needed for The Lullaby Facebook and twitter accounts and website
 

Schedule social media and website posts to ensure platforms are kept fresh, relevant and up-to-date
Monitor social media activity, comments and questions
Research and identify influencers who may be suitable ambassadors for The Lullaby Trust
Assist with the distribution of press releases to the media through our newswire service Agility PR

Assist with fielding press enquiries from journalists

Other relevant tasks as may be requested

Development Opportunities

The great thing about being part of our small but energetic team is that you'll get a fantastic overview into many areas of communications and the opportunity to be involved in a high profile campaign and the press work that goes along with it. The 2019 campaign featured in the media 650 times and included appearances on BBC Breakfast, Sky News, ITV News and national and local press and radio.
We are keen to offer you an opportunity that best meets your interests and career aspirations, so if there's something you'd like to learn more about, just let us know.

Our volunteers benefit from the opportunity to develop key skills and knowledge, including:

· Social media content planning, copywriting and scheduling  

· Campaign planning and delivery

· How to create and sell in a story to the media 

· Managing your own workload and working to deadlines

· Building and developing working relationships across the charity and understanding how comms work fits into the broader structure

· Acquiring and developing office-based competencies related to career goals and interests
· The opportunity to learn the basics of Adobe Creative Cloud particularly InDesign and Photoshop
· Learning about how a small communications team functions in a           busy environment 

· Gaining invaluable experience in one of the UK’s leading baby charities
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	Duties/Responsibilities
	Level of responsibility

direct or indirect (D/I):


4. Main duties (brief description)

	5. Requirements to carry out job



	Essential or desirable requirement – please indicate against each heading
	E
	D

	Qualifications/education required:
	
	

	 GCSE standard 


	E
	

	Skills and Competencies required:
	
	

	Reliable and punctual

Willing to learn and work hard as part of a team 

Excellent written and verbal communication 


Ability to communicate in a personable and professional manner with press and external contacts 


Ability to work independently on tasks and within a team 


Computer literate (working knowledge of word processing, PowerPoint, Excel).

Some experience/ knowledge of Facebook, Twitter and Instagram (this can be in a personal capacity)
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	Specialist training required:
	
	

	Internal training will be given on SIDS and safer sleep


	
	

	Other Information:
	
	

	· The position is unpaid, but expenses including travel and lunch will be reimbursed

· Ideally we’d like you to be able to volunteer for 2 days a week but this is flexible and can be worked around any existing commitments

· We're looking for someone to start as soon as possible. The role will last for 2 months

	
	

	Application details
	Please send us your CV and a short covering letter explaining why you are interested in the role and why you are a suitable candidate to office@lullabytrust.org.uk by midnight 4th February 2020



