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Position:




Campaigns Officer
Term:





Permanent 
Location:




Edinburgh
Responsible to:



Community Action Officer
Line manager responsibility:

None
Budget responsibility:


No
Date:





July 2017
Main Purpose of Job:

The Campaigns Officer is part of the Community Action Team which sits within the Policy and Public Affairs Team at Citizens Advice Scotland.  The main purpose of the post is to initiate, develop and lead on national campaigns providing citizens advice bureaux with the resources and support needed to participate. 
Key Responsibilities:

· Working within the Policy and Public Affairs section, maintain and promote a CAS approach to campaign work

· With support from the Community Action Manager, identify priority areas of need from a wide range of evidence including data from CAB clients and advisers and public facing data that lend themselves to campaign activity

· Working with the Community Action Manager to develop and coordinate the national campaigns of the Service, and cooperate with key stakeholders on other relevant campaigns.

· Working with the Community Action Manager and Community Action Officers to support the bureaux network to take part in national campaigns.
· Working with the Community Action Manager and Community Action Officers to assist CAB to develop local campaigns

· Identify and develop funding opportunities for CAB to take part in national or regional  campaigns

· Liaise with Citizens Advice England and Wales over Scottish involvement in UK or GB wide campaigns

· Record campaign activity and impacts and evaluate effectiveness 

· Communicate campaign activity and achievement internally and externally

· With support from the Community Action Manager, take the lead in the development of CAS’ contribution to the Young Consumer of the Year competition, and its effective operation

· Undertake any other such duties as may reasonably be requested by the Community Action Manager. 
The above job description is not exhaustive and is clarified to include broad duties inherent in the post. Evaluation and development of this post may, in time, indicate a need to revise duties herein. 
Person Specification:
	Knowledge, Skills and Experience

	Essential:

1. Experience in planning and executing campaigns with demonstrable deliverables

2. Experience of developing guidance and resources to support campaign activity

3. Self-starter with ability to work on own initiative
4. Excellent verbal communication skills including ability to present confidently to a variety of internal and external stakeholders 
5. Excellent written communication skills including the ability to analyse varied material and present the results in a clear and concise manner

6. Planning and organising skills including prioritisation to meet deadlines and flexibility to cope with changing priorities

7. Experience of building and maintaining constructive relationships with a range of stakeholders
8. Ability to think creatively to achieve effective and efficient outcomes

9. Experience and ability in utilising social networks.
Desirable:

1. Experience of the advice and / or voluntary sector
2. Experience of dealing with the media
3. Experience of creating promotional content
4. Knowledge of the policy making process at all levels.



	Values and Attitudes

	1. Anticipates, responds to and seeks to exceed the expectations of key stakeholders 

2. Is accurate, pays attention to detail and ensures tasks are completed on time

3. A collaborative and facilitative approach to working 

4. Empathetic to the challenges faces by both bureaux and their clients.
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