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Communications Assistant
Reports to: Director of Operations
Salary: £20,300 p.a. + 5% pension and 25 days of annual leave (dependent on experience) 
Contract: Permanent 
Hours: Full time (normal office hours between 10am – 6pm)
Background
At the School for Social Entrepreneurs (SSE) we empower people from all backgrounds to create positive social change.  Our courses help individuals start, sustain, and scale social enterprises, charities and community projects. We help our students build confidence and gain practical business skills in technical areas like marketing and finance.
We’re committed to jargon-free learning delivered by experienced professionals. SSE uses an innovative action-learning approach, which focuses on real world issues and practices. We also provide courses aimed at established not-for-profits, covering common issues in the charity sector. So far we’ve helped over 1,500 social entrepreneurs make the world a better place. 
SSE is currently at the midpoint delivering a UK wide five-year learning programme with the support of Lloyds Banking Group and Big Lottery Fund. This project is being delivered through twelve locations and supports 293 social entrepreneurs each year. SSE also has strategic partnerships with PwC, Linklaters, Royal Sun Alliance and others. SSE is currently seeking further opportunities to expand and develop the National and Global Network. 
Working at SSE is engaging, exciting and demanding. If you are someone who enjoys creating solutions and contributing ideas you’ll enjoy how we work. SSE aims to create a culture that respects and values each other’s’ differences and encourages individuals to develop and maximise their true potential. Our aim is that the workforce and student intake will be truly representative of all sections of society.







The role 
The Communications Assistant will work to support the Communications Officer to deliver SSE’s communications strategy and promote SSE across multimedia platforms and to generate media coverage and publicity related to the activities of SSE.
Specific Duties and Responsibilities:
Administration
· Provide administrative support to the Communications Office
· Support SSE network schools with administration relating to communications
· Arrange logistics for SSE to attend conferences and exhibitions 
· Maintain database 
Online 
· Assist in the creation website content, for example creating new case studies and updating news and events to ensure the website is relevant and topical  
· Develop and deliver an engagement strategy to support SSE Network to better utilise CRM and eventually, become the main point of contact for all future CRM enquiries (SSE uses Salesforce) 
· Co-author social media posts and respond to incoming enquiries on social media channels 
· Develop strategy for increased coordination of social media activity among SSE’s core stakeholders 
· Contact sector leaders and influencers and organising their contribution to the SSE blog
PR
· Identify relevant opportunities to promote SSE and our stakeholders and plan activity to maximise these – e.g. preparing and selling in press releases  
· Identify and prepare ‘media friendly’ case studies to allow us to build a bank of PR friendly content so we can better utilise PR opportunities and respond to media enquiries 
· Create and maintain a PR calendar 
· Proof read press releases that reference SSE produced by our partners 




Printed materials 

· Support Network schools with the creation of printed marketing materials  
· Organise the production of national celebration booklet  (annual) 
· Support the communication needs of the Development team to adequately profile our stakeholders, for example working with network schools to create blog posts that recognise significant contributors  
· Support Network Schools to develop and execute marketing strategies to promote new activities 
· Support students with ad-hoc requests for support, e.g. proof reading press releases & providing feedback on websites 
The person 
Essential skills and experience: 
· Enthusiasm and ambition to develop a career in communications 
· First rate organisational skills 
· Excellent attention to detail 
· Excellent written English 
· Experience of communicating using a variety of communication platforms, including social media 
· Strong interpersonal and social skills
· Eagerness to attend networking events and promote the SSE brand at all available opportunities 
· Capable of exceeding delivery expectations by maximising all available resources to complete identified goals 
· Ability to design new systems and processes and measure the success of these 
· Ability to work to deadlines and under pressure
· Ability to work with a variety of stakeholders  





Desirable skills and experience:
· An interest in and enthusiasm for social entrepreneurship
· Experience of executing online and offline campaigns with demonstrable return on investment (ROI) 
· Experience of producing content for a variety of communities, cultures and demographics
· Knowledge of Salesforce or similar CRM software 
· Keen to develop skills as part of a growing and committed team
· Interested in contributing to the organisations social impact and committed to our mission, vision and values  
· Experience of writing copy for the web and knowledge of current blogging trends and best practice 
· Ability to inject new innovative approaches to marketing campaigns, in addition to tried and tested methods and concepts
· Experience of using social media in a professional capacity
To apply
Please answer the following three questions and send these with your CV to Leonie.Jarrett@sse.org.uk. 
1. Why would you like to work at SSE? 
2. What part of the role most excites you and why?
3. Each year our Lloyds Bank Social Entrepreneurs Programme supports nearly 300 social entrepreneurs in the UK. We aim to receive 4 applications for every place available. Briefly describe what your strategy would be for generating applications for the programme. 
Application deadline: Wednesday 10th June, 5pm. 
Applications received after the deadline will not be considered 
Further information

If you would like to have an informal discussion about the role, please contact Leonie Jarrett on 020 7089 9120 or Leonie.Jarrett@sse.org.uk. 
[bookmark: _GoBack]This role was previously advertised on the SSE website in April. We are re-advertising the role as we did not find a suitable candidate. 
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