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JOB DESCRIPTION

Job Title:
Communications Assistant

Location Of Job:  


Cambridge

Post holder reports to:

Communications Officer
Overall Purpose Of The Job
To assist the Communications Team in all its work, including internal communications and external relations.

Main Duties:

1. Responding to routine requests for information from the public including sending out information packs, writing letters and e-mails..

2. Taking responsibility for developing and promoting a range of Emmaus merchandise around the Federation.

2. Monitoring, distributing and archiving press cuttings, as well as assisting the media officer in the distribution of press releases and the compilation of press packs.

3. Writing and distributing the monthly e-mail newsletter to Emmaus Groups and Communities.

4. Assist in the planning and running of Emmaus events including the annual National Assembly the Paris Salon and Emmaus Day, as well as coordinating the use of the Emmaus display.

5. Assist local Emmaus Communities and Groups in the production of newsletters and other local literature

6. Assist with the collection of suitable case studies for use by Media Officer and Direct Marketing Team .

7. Assist with keeping the website up to date and producing an e-Newsletters.

8. Assist other teams within UK Office to produce literature within visual identity guidelines.

9. Support the front office team in answering the phone.

10. Manage particular projects (eg production of Emmaus DVD) as required

Other Duties:

To assist other departments with administrative tasks as and when required.






