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	Media Assistant
Job Description


Salary:
£16,604 per annum
Hours:
35 hours per week. Attendance at evening meetings may be required occasionally. Time off in lieu is available.
Period of Contract:
12 months fixed term (subject to business need and funding)
Responsible to:

Active Communities Manager
Location:
Macc, Swan Buildings, 20 Swan Street, Manchester, M4 5JW

Main purpose of the post

To enhance Macc’s communications and marketing activities with interesting and creative graphic design and visual media work. Based in our Active Communities team, the postholder will also work on our Community Reporters project, supporting people to take stories with video, audio and images. This role is an opportunity for someone to build a range of work at the start of a graphic design and/or visual media career. 
Communications and Marketing 
· To undertake graphic design work in the production of materials such as presentations, reports, posters, flyers and online graphic resources 
· To produce compelling visual content which engages our target audiences and makes a lasting impact in supporting our campaigning, fundraising and general communications objectives
· To use and develop skills in a range of apps and formats like infographics, zines, videos, etc. to bring stories to our audiences

· To take photos and edit images from projects and activities, and undertake filming and edit video presentations of events and activities (training will be provided if necessary)
· To work collaboratively at all stages, discussing the requirements of the work, coming up with creative ideas, producing drafts and presenting your ideas for feedback and approval before producing a final version

· To contribute to the delivery of social media surgeries and other relevant training and workshops

· To work with colleagues to improve Macc’s marketing and communications strategies including style and branding guides.
Community Reporters
· To provide support to Macc’s Community Reporters project including: maintaining up-to-date records of the Community Reporters Network, records of projects and commissions, workshop bookings and other general administration
· To contribute to training and workshops on a range of topics related to community reporting and storytelling including video production and social media.
General

· To uphold and promote the purpose, beliefs and values of Macc
· To work collaboratively within the Macc team and contributing to:
· Macc’s newsletters, bulletins, social media and online resources

· Macc’s contact and casework database

· The Voluntary Sector Assembly

· Macc’s annual Spirit of Manchester programme celebrating the local voluntary, community and social enterprise sector’s work in the city

· Responding to enquiries and administration

· To contribute to income generation and general fundraising, including providing charged for services on a consultancy basis where required
· To undertake training as required
· To work as a member of Macc team, and to contribute to the development of policy and good practice within Macc
· To work in accordance with Macc’s Equal Opportunities statement and other relevant policies
· To be responsible for your own health & safety and that of our colleagues, in accordance with the Health & Safety at Work Act
· To work in accordance with the Data Protection Act and Macc policies on Data Protection and Open Data
· To carry out the above duties, and any other reasonable duties commensurate with the responsibilities of the post.
