CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title
	Patient Advice & Support Service (PASS) Marketing Officer

	Section
	Development

	Location
	Edinburgh

	Grade
	

	Reports To
	PASS Project Coordinator

	Work Pattern
	Full time

	Status
	Fixed term Contract until 31 March  2015

	Date
	August 2013


BACKGROUND


	General


	The Patient Rights (Scotland) Act was passed in February 2011 establishing the Patient Advice and Support Service (PASS) to promote awareness of patient rights and responsibilities, and provide advice and support to those wishing to give feedback or comments, or raise concerns or complaints about NHS care received.  This role has been created to market and promote the service at a national level and at a local level targeting between three to five of the fourteen geographical Health Board areas.

	Staff
	N/A

	Budget
	N/A


JOB PURPOSE

	This is a fixed term contract, funded till March 2015, working to deliver support to Citizens Advice Bureaux (CAB) providing the Patient Advice and Support Service (PASS).  The main purpose of the post is to ensure the provision of marketing, information and marketing advice to support the delivery of PASS.  The post will involve 

· a combination of national work with key stakeholders, and 

· targeting between three to five of the fourteen geographical areas of activity (based on need and active engagement from bureaux delivering PASS/local Health Board areas).




KEY ACCOUNTABILITIES

	1. Developing and delivering a marketing strategy in collaboration with Citizens Advice Scotland and the Scottish Health Council.
2. At national level, engaging with the NHS, NHS Education and other medical professional bodies through training and CPD opportunities.  
3. Writing editorial and establishing contacts to ensure publication in NHS and trade publications (paper and online)
4. Establishing and developing relationships with colleges and universities that train healthcare professionals to embed knowledge of PASS at the beginning of workers’ careers within the NHS. 
5. Working within three to five of the fourteen Health Board areas in partnership with the local Patient Adviser/s and CAB managers using management information to devise targeted approaches to local engagement. 

6. Sharing best practice between areas to increase confidence and engagement across the country.  
7. At local level, attending relevant local events, conferences, meetings and induction sessions to deliver training and/or promote PASS to NHS staff and other stakeholders.
8. Creating bespoke publicity materials that can be used to promote the Patient Advice and Support Service to the NHS, in addition to the materials already available (these include a leaflet, poster, postcards).  
9. Ensuring effective distribution of marketing materials.
10. Manage and develop the PASS social media sites e.g. Facebook and Twitter to ensure effective, appropriate external communication.

11. Undertake any other such duties as may reasonably be requested by the PASS Project Co-ordinator.




AUTHORITIES AND LIMITATIONS

	1. Create, review and revise as appropriate the PASS marketing strategy (working with the PASS Project Coordinator)
2. For all designed promotional material, eg. advertisements, promotional literature formal approval from the PASS Project Coordinator is required.  




PROBLEM SOLVING


	1. Marketing the service within Health Boards, each of which employs tens of thousands of staff.
2. Ensuring that project deliverables are met within budget and to time.




PERSON SPECIFICATION

Essential
	Qualifications and Attainments

	

	Knowledge and Experience

	1. Experience of delivering presentations and training.
2. Experience of working to targets and deadlines
3. Experience of stakeholder relationship management, gained from interaction with customers and clients/funders across a range of sectors including statutory, commercial and voluntary organisations.  



	Additional Requirements

	4. Excellent verbal and written communication and influencing skills, including via electronic media (e.g. websites, social media)
5. Ability to use a range of IT applications, including Microsoft Office Suite and Web Authoring software
6. Excellent organisational and planning skills

7. Demonstrable influencing skills

8. A high level of attention to detail to ensure effective communication
9. Experience in writing, producing and presenting reports
10. Good judgement and ability to manage own workload whilst remaining alert to the need to consult with and update manager as appropriate




Desirable
	Qualifications and Attainments

	1. A recognised qualification in Marketing (e.g. from Chartered Institute of Marketing)
2. Current, full driving license


	Knowledge and Experience

	3. Experience in proof-reading and pre-publication checking of marketing and promotional materials 


	Additional Requirements

	4. Willingness and ability to travel throughout Scotland on a frequent basis
5. Willingness to work flexibly to meet tight deadlines as required



