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Dear Applicant

Communications, Campaigns and Events Manager, Stonewall Scotland
Thank you very much for your enquiry about the post of Communications, Campaigns and Events Manager at Stonewall Scotland.  Please find enclosed:

1. Application pack
(includes background information, job description, appointment criteria, diversity policy, terms and conditions and guidance for applicants)
2. Application form

3. Recruitment analysis form

Please send your application to bob.langridge@stonewallscotland.org.uk marked ‘Private & Confidential’ in the subject heading, or if you don’t have access to e-mail, please post marked ‘Private and Confidential’ to Bob Langridge at Stonewall Scotland, 9 Howe Street, Edinburgh, EH3 6TE.
Please note that the deadline for the submission of completed applications is 5pm on Friday 3rd September. Please also ensure that you return the recruitment analysis form with your application.

Thank you for your interest in Stonewall Scotland.  We look forward to receiving your completed application.

Yours sincerely,
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Carl Watt 

Director, Stonewall Scotland

Communications, Campaigns and Events Manager, 
Stonewall Scotland 
Background Information
Stonewall – history

Stonewall was founded in 1989 by people campaigning against Section 28 of the Local Government Act. Their aim was to create a highly professional lobbying group and to put the case for equality on the mainstream political agenda by winning support within all political parties.

Our lobbying work remains important today – we have just successfully secured new protections against discrimination in the provision of goods and services. However, our activities have expanded significantly in the last four years. We promote new research, we’ve taken on high profile legal test cases and we’ve opened offices in Scotland and Wales, which further work across a range of activities. We have also developed significant new programmes around both the workplace and education.

Stonewall Scotland – history

Stonewall Scotland was set up in 2001 in response to demand from supporters in Scotland.  As well as significant media and political work recent successes include the adoption bill, party manifestos committing to tackling homophobic bullying in schools and a government commitment to legislate on hate crime.  We have also developed successful programmes seeking to improve public services and workplaces for Lesbian, Gay, Bisexual and Transgender (LGBT) Scots.  Our Diversity Champions Scotland programme now works with over 40 major employers, helping them to deliver a better working environment for LGB people.

We particularly welcome applications from black and minority ethnic candidates who are currently under-represented in our workforce. Appointment will be made on merit.

Communications, Campaigns and Events Manager, 
Stonewall Scotland 
Job Description
Accountabilities
The post reports to the Director of Stonewall Scotland

Key Responsibilities

Media: 

· Maintain and develop Stonewall Scotland’s media contacts  


· Act as the first point of call for all media enquiries, giving comments, advice and interviews or referring on as appropriate

· Provide out of hours media cover

· Monitor all media, advising relevant staff of coverage and media opportunities

· Pro-actively seek media opportunities to promote Stonewall Scotland work

· Draft and distribute media releases in liaison with the Director

· Draft articles for publication 




· Develop case studies and pool of LGBT interviewees for press

· Manage Stonewall and Stonewall Scotland product launches in liaison with Communications and Events Assistant to maximise media, key stakeholders and wider public awareness

Campaign and project support:

· Pro-actively develop the communications aspects of Stonewall Scotland’s campaign and project work, liaising closely with Stonewall GB staff on Stonewall GB campaigns


· Attend meetings and events as required

· Maintain databases on contacts, LGBT issues and press coverage

Stakeholder communications:

· Support Stonewall Scotland staff with their project management of publications

· Develop communications with existing supporters, including the creation and management of a new Stonewall Scotland Supporters e-newsletter

· Proactively create opportunities through campaign activities and new events to attract potential new friends, funders and donors from LGBT community and straight allies

· Manage the organisation’s use of new media (social media including Facebook, Twitter and Youtube) in conjunction with the Communications and Events Officer 

· Assist other staff to produce consistent and high quality written materials

· Take responsibility for being Scotland point of contact for Stonewall GB communications, proactively liaising with Communication Officers in other locations

· Take responsibility for the Stonewall Scotland website and ensure it is regularly updated in conjunction with the Communications and Events Assistant

Events Management:
· Plan Stonewall Scotland’s events programme through liaison with the Director and all staff
· Ensure planning processes in place for each event
· Draw up time lines for all major events and share with relevant staff
· Manage sourcing of suitable venues for events
· Monitor budget of events through liaison with staff and Director
· Publicise events through liaison with Communications and Events Officer and staff
· Liaise with speakers and VIPs for events
· Coordinate logistics of events
· Brief staff prior to any major events to ensure all fully aware of responsibilities
· Manage Communications and Events Officer’s work in this area as well as additional administrative support from the PA / Office Manager
· Support the Director in securing corporate sponsorship and advertising for key events and stakeholder publications
Public Affairs:
· Work with the Director developing new public affairs activity

· Assist Director to maintain relationships with all political parties in the Scottish Parliament

· Write and produce written material and articles on behalf of the Director for publication as required

· Write and contribute to parliamentary briefings for MSPs and researchers 

· Assemble, interpret and analyse information and intelligence on LGBT issues

· Represent Stonewall Scotland, where required, in relevant meetings 

· Work with a range of other organisations committed to diversity and equality

Other:

· Conduct the duties of the job description in accordance with the operational policies of Stonewall, including but not limited to Diversity Policy and Code of Conduct

· Work within health and safety legislation

· Maintain good working relations across the Stonewall team with Board members, staff, volunteers and other stakeholders

· Contribute to the general administration, well running and development of the organisation

· Contribute to the development of funding applications with other staff and the Director as appropriate

· Undertake any other reasonable duties as may be required

Communications, Campaigns and Events Manager, 

Stonewall Scotland 

Appointment Criteria
Experience

Essential:
· At least three years combined experience working in appropriate roles covering press and media, communications, campaigns, events or public affairs. 

· Pro-active and reactive press work

· Building media and / or political contacts

· Communicating challenging issues through different formats

· Creating new events and / or campaigns

Desirable:
· Working in a small team where flexibility is important

· Successful public affairs work on challenging issues

· Working with new media (including Facebook, Twitter and Youtube)

· Writing and development of websites and promotional materials

· Knowledge of lesbian, gay, bisexual and transgender (LGBT) and wider equality / diversity issues

Skills

Essential:
· Strong interpersonal skills, able to relate effectively and appropriately to a wide range of audiences and stakeholders

· Excellent communicator, both orally and in writing

· Able to convey jargon and technical information in plain English

· Able to adapt and work in a changing environment

· Able to attend to a variety of responsibilities and tasks concurrently and see projects through to closure

· A pro-active approach to work and able to work independently and exercise judgement

· Able to react to change and work under pressure, sometimes at unsocial hours

· Administratively self-supporting and computer literate

Desirable:
· Good analytical, policy and research skills, and application of these in a political environment

· Able to work with website ‘back offices’ or content management systems

Knowledge and attributes

· Good knowledge of all office systems including Word, Excel and Outlook

· Good knowledge of Scottish governmental and media structures

· Good knowledge of campaigning and developing events to attract new friends and donors

· Knowledge of LGBT and other diversity issues

· Committed to the aims and objectives of Stonewall Scotland

· Interest in current affairs

Communications, Campaigns and Events Manager, 
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Diversity Policy
Stonewall recognises the value of having a diverse group of people involved in the organisation, and wishes to use the differences that people bring with them as a resource to maximize efficiency and creativity in furtherance of our mission and objectives. 
Stonewall sees diversity as the visible and invisible differences between people, such as gender, race, ethnic or national origin, disability, sexual orientation, age, gender identity, social class, language, religion, education and family/marital status, and recognises that these differences can lead to different ways of thinking, behaving, communicating and working. Stonewall believes that these differences enrich our organisation.
Stonewall will work to ensure that all its staff, volunteers and consultants have equal opportunity to achieve their full potential in carrying out their activities. In the context in which Stonewall operates there may be occasions when the application of this policy may be constrained in practice, but any such situation must be clearly justifiable and based solely on operational realities. 
Stonewall will not tolerate:
1. any unlawful or unjustifiable acts of discrimination
2. any form of harassment
Where such discrimination or harassment occurs action will be taken under the disciplinary procedure, and may include dismissal for serious offences. 
Stonewall is committed to promoting diversity and equality and to monitoring our progress in this area. 
The Chief Executive is responsible for ensuring that this policy is implemented. In keeping with Stonewall’s ethos and principles, it is expected that all staff, trustees, volunteers and consultants become familiar with the policy and ensure that their language, behaviour and practice are consistent with its requirements.
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Terms and Conditions
Place of Work:
9 Howe Street, Edinburgh, EH3 6TE
Working Week:
This is a full-time permanent position. Core office hours are from 9.30 a.m. to 5.30 p.m.; however the demands of this post require a flexible approach to both the timing and duration of the working day

Salary:
The salary will be in the range £25k, dependent upon experience and subject to annual review. Salaries are paid on the 24th day of each month.

Annual Leave:
25 days annual leave (rising to 27 after three years service) eight statutory holidays and three ‘Stonewall days’ over Christmas, pro rata.  The leave year runs from 1 January to 31 December.


Probationary and 

Notice Periods:
The post is subject to a six month probationary period.  During this period you are entitled to receive, and are required to give, at least two weeks’ notice of termination, which must be in writing. After successful completion of the probationary period you are entitled to receive, and are required to give, at least one month notice of termination, which must be in writing.
Pension:
Stonewall will contribute up to 8 per cent of salary to a recognised personal pension scheme of your choice.
Sick Pay:
Prior to completion of the probationary period sick pay will be at the Chief Executive’s discretion. Thereafter an employee who is absent from work due to sickness will be paid up to four weeks at full pay and four weeks at half pay in any 12 month period. After two years continuous service an employee absent from work due to sickness will be paid up to 12 weeks full pay and 12 weeks half pay in any 12 month period.
Health Insurance:
Staff are provided with free health insurance. This is a taxable benefit and membership of the scheme is optional. 

Death in Service 

Benefit:
Staff are provided with a death in service benefit equivalent to one year’s salary. 

This is a taxable benefit. The current details of the scheme may be obtained from the Head of Finance. The benefit is discretionary and may be reviewed from time to time.

Salary sacrifice:
After one year’s service, all staff may sacrifice salary in order to take up to five days additional leave (pro rata for part time staff).
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Guidance for Applicants
The covering letter indicates what details should be included in the pack, please check that you have received everything and if not please contact Bob Langridge on 0131 557 3679 or at bob.langridge@stonewallscotland.org.uk  
We shortlist applicants for interview by matching the details given on the completed application forms against both the job description and the appointment criteria.  We will be looking for clear evidence to show whether or not an individual’s experience, skills and knowledge match those set out in the appointment criteria and job description. Please make clear how your experience, skills, knowledge and abilities match the requirements, citing whatever evidence you can. 

We are interested in all relevant experience, wherever you have gained it. This means that, as well as paid employment, we’re interested in hearing about any experience that you may have had in voluntary roles that may contribute to your ability to meet the requirements of the job. 

All parts of the appointment criteria and job description should be addressed, as information not given or not made explicit on the application form cannot be taken into account in the shortlisting process.  Please note that CVs are not accepted and information given on a CV will not be considered.  

It is helpful to us if you can submit your form by email in type.  If however you prefer to submit a hard copy, please submit in black type to assist in photocopying.

Please ensure that your application reaches us by the closing date shown in the covering letter.  
For information, we anticipate the interviews for this post to be held on Monday 13 September.

Unfortunately, owing to the very substantial number of applications we receive, we are unable to provide feedback on unsuccessful applications.
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