



JSaRC Marketing Communications (Assistant) role 
6 months – 1 year
An opportunity exists within the Joint Security and Resilience Centre for an enthusiastic person to join our Marketing Communications team.  This is an ideal opportunity to put a less experienced or graduate employee into the Home Office and learn how Government works from the inside. This person will be involved in the creation, development and delivery of internal and outward facing marketing communications activities using a range of channels including email, events, web and social media. The purpose of these activities will be:

· To raise awareness and inform government, industry and academia of the broad opportunities that JSaRC offers.

· To help to source opportunities for JSaRC to take the lead in delivering relevant security projects. 
· To provide a regular, informative and engaging set of communications with our audiences.
The Marketing Communications person will work closely with the Marketing Communications Lead for JSaRC and will be supported and encouraged to own and be responsible for a carefully selected range of campaigns and initiatives.  Regular reviews and opportunities for development will be provided.
	Milestone
	Acceptance Criteria
	Date

	1
	Delivery of JSaRC Marketing Communications campaigns and projects as assigned. 

	1. Projects have been delivered within budget and within agreed timescales.

2. Demonstration that relevant stakeholders within JSaRC and wider government, industry and academia have been considered.

3. Work with the Marketing and Communications lead to ensure use of approved messaging and material is produced and published via appropriate channels in accordance with HO policy.

	By 1 May 2018

	2
	Provide support to Marketing Communications lead on range of strategic priorities and tactical initiatives as part of the JSaRC 2017 and 2018 Marketing Plan.
	1. Tasks and projects have been delivered as per agreed parameters and timelines

2. Stakeholders within government, industry and academia have been considered.


	By 1 May 2018

	3
	Ownership and accountability for range of assigned tasks 
	1. Website: Using dedicated CMS, keep website up to date and accurate

2. CRM: Keep JSaRC contact database up to date, accurately tagged, free of duplicates and ensure guidelines on Data Protection are adhered to

3. Newsletter and e-comms: manage editorial planning and schedules, and send approved communications out using HO communications tools

4. Work with the comms and marketing lead to ensure relevant material is produced in accordance with HO policy.

	By 1 May 2018

	3
	Demonstration of proficiency of common Marketing Communications Tools (full training will be provided) 
	1. Website Content Management System

2. Microsoft Office Suite – specifically Word, Excel, Powerpoint

3. HO Customer Relationship Management Tool


	By 1 May 2018

	
	
	
	


Requirements/experience:

· Excellent understanding of English (written and verbal)
· Confident communicator 

· Enthusiastic and positive outlook
· Chartered Institute of Marketing Certified (or willing to study for this)

· Good understanding of Social Media channels
· Ability to be SC cleared and to sign a Non-Disclosure Agreement
· Start date early April 2017.


Other information:

· This role will be based predominantly in Cambridge, with occasional travel to London and various events within the UK
