DRAFT G121i Job description + person specification - Communications and PR Officer April 2019

Jack Petchey Foundation 
Background to Communications and PR Officer role  
1. About the Foundation:
The Jack Petchey Foundation is an influential progressive grant-making trust. Since 1999 we have invested over £124million in young people and influenced hundreds of thousands of young people through various programmes! 

The office is based in Canary Wharf and we operate across all the London boroughs and Essex.   

A key element of the Jack Petchey Foundation programme is the Achievement Award Scheme.  This popular programme now operates over 1,600 schemes in schools, colleges and youth organisations throughout London and Essex and contributes over £3 million each year to support youth work in the area. 
In addition to the Achievement Award Scheme the Foundation funds a number of initiatives through its major grants and partner programmes, such as the Jack Petchey “Speak Out” Challenge!, Step into Dance, Panathlon Challenge, Jack Petchey Table Tennis Challenge, Faraday Challenge, etc. 
For more information go to www.jackpetcheyfoundation.org.uk
Sir Jack Petchey, now aged 93, is a successful East London businessman.  He established the Foundation to support work with young people and his vision and values underpin our work. Sir Jack remains involved in the Foundation as Patron.

2. The current team:

The work of the Foundation is overseen by the JPF Board with five Directors who oversee the direction and grant-making policy. 
The Chief Executive Officer is responsible for the overall management of the Foundation and leads a staff team of 18. We are a relatively small team but with a big reach! The team comprises:
Chief Executive Officer and PA
Operations Director

Grants Team: Head of Project Grants, Head of Grants Team, 5 Grants Officers, Grants Administrator and an Administrative Assistant 

Events Team: Head of Events, Event Manager, Event Coordinator, Events Assistant
Communications Team- Head of Communications and PR and this role of Communications and PR Officer.
3. About the role:
This role offers a great opportunity to take your next step in Communications and PR and gain a wide variety of experience. You will help raise awareness of the Jack Petchey Foundation and its positive influence on a huge number of young people in London and Essex. 

It is an exciting time for the Foundation as we conduct PR for a range of programmes and events, refresh our branding and embark on an ambitious three-year growth strategy. 
You will report to Sandeep Shah, Head of Communications and PR. This role will involve writing and sending press releases, promoting the Foundation through social media, updating our website and supporting the Head of Communications and PR with a range of tasks to support the Communications function.  You will also support the refresh of our branding. This is a full time role working Monday to Friday. Occasional evening or weekend work to support events may be necessary and time off in lieu will be granted. 
4. Making an application:

Please apply on the attached application form (CVs will not be accepted) and ensure that you demonstrate how your skills and experience match each point in the person specification for the role. The details you provide on the application are the ONLY details upon which we will shortlist for the post. 

Applications should be returned to the Foundation NO LATER than 5pm on Thursday 5th September 2019.

5. The interview process:

Only those applicants who are short-listed will be contacted for interview. Interviews will take place on Wednesday 11th September 2019.
The interview will be with the Head of Communications and the CEO and will include a written test. 
6. Terms and Conditions:

Hours: Full Time (37.5 hours)



There will be very occasional additional evening or weekend commitments at our events for which appropriate time off in lieu will be given.

Salary: 


c£25K starting salary (including bonus) depending on experience
Pension:
If the post holder is over 21 they will be auto-enrolled into the JPF pension scheme but may request to be removed. 

Employee Benefits: 
Additional benefits after 6 months’ employment and successful completion of the probationary period include:

· Private healthcare insurance with discounted gym membership

· Cycle to Work scheme

Learning & Development: 
JPF is committed to developing all staff and has a comprehensive Learning and Development Policy

Travel & Expenses:
When on JPF business travel expenses will be paid at public transport rate or 45p a mile if car used for business.
Annual Leave:
28 days including public holidays over a year pro rata. Occasional additional days may be offered over the Christmas/New year period.

DBS:
The post involves work with children/young people. The post holder will therefore be required to have an enhanced DBS check.
Start/Length of Contract
Permanent
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