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Job Description

Job Title: 


Trainee Media Officer (TMO)/Media Officer (MO)
Reports to: 

          Director of Development (DOD)

Key Relationships: 
Director of Development (DOD)




Health and Wellbeing Manager (HWM)
                                           Community Sports Coordinator (CSC)
                                           Operations Manager (OM)

Hours: 


16 hours per week

Location: 


6 Station Road Kirkham PR4 2AS
Date: 



1ST June 2015
Role Summary:

The AFC Fylde Community Foundation work in a highly competitive market, with surrounding football clubs such as Blackpool Football Club, Preston North End FC and Fleetwood Town FC, all operating vibrant community Trusts. 

The Foundation currently deliver a first class delivery portfolio, working with a range of community partners, delivering community enhancement activities to all areas of our community.

The TMO/MO will be responsible for the day to day marketing of all of The Foundations programmes, delivered throughout the Fylde Coast, working with partners developing a first class media plan, ensuring that the Foundations programme gain maximum exposure possible.
The TMO/MO must be flexible in their approach to work, and able to adapt to a range of differing surroundings, ensuring The Foundation is seen in a positive light throughout the Fylde coast and beyond.

Guidance and Authority: 

The TMO.MO will report directly to the DOD
Main Duties:

Media presence-

· The TMO/MO will be responsible for developing and managing the Foundations 12 month media engagement plan, utilising various media streams to ensure maximum exposure.
· The TMO/MO must have a good knowledge of Word Press, Website Development and Social Media, ensuring maximum exposure.
· The TMO/MO will be expected to develop articles and write in a clear and concise manner, with accuracy at all times.
· The TMO/MO must be able to communicate in an effective manner, working closely with The Foundations development team, drawing stories out from current delivery programmes.
· The TMO/MO will be responsible for the production of four press releases per week, which will be distributed to all community partners.
· The TMO/MO will be expected to build relationships with The Foundations media partners, improving the Foundations media presence, and ensuring The Foundations is most ‘Talked about Community Trust’ on The Fylde Coast.
Occasional Duties:

The post-holder may be required to:
· work additional or anti-social hours as required to meet the needs of the foundation
· attend staff meetings and training as needed
· travel to other sites
· carry out any other duties as are within the scope and purpose of the job as requested by the OM/DOD
Personal attributes

The post-holder will have: 
· good interpersonal skills

· Excellent time management skills

· good IT skills, especially excel

· experience of Sage
This person will be:

· a quick learner

· a self motivator

· able to multi task

· hard working

· enthusiastic

· a team player

The post holder will be expected to:

· act with honesty and integrity at all times

· demonstrate high standards of personal conduct

· value and respect colleagues and other members of staff
· work with others to develop and improve our services

· take personal responsibility for their words and actions and the quality of service they deliver
Job Review

The job description will be reviewed periodically to take into account changes and developments in service requirements. Any changes will be discussed fully with the post holder.

Signature of Post holder: ………………………..……   Date: …………………

Signature of Manager: …………………………………  Date: ……………….… 
V:\Recruitment\Job Descriptions\Tangerine - Master\Tangerine - Customer Service Administrator 06.13 V2.doc 

