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	Project Manager/ Communications Co-ordinator

 Job description
	



	Background:
	Registered as a Community Benefit Society in 2016, Sacred Earth is a community owned organisation with 200 members which is based on the 40 acre site of a disused brickworks near the village of Horam in East Sussex. We are an organisation with social, educational, agricultural, ecological and therapeutic aims.



	Appointment:
	Project Manager/ Communications Co-ordinator



	Salary:


	70 hours per month (17.5 hours per week @ £12-16 per hour depending on skills and experience)

Initially a 6 month contract with the possibility of this being extended



	Description: 
	We're looking for a part-time Project Manager/ Communications Co-ordinator to work closely with our Leadership Team and Management Committee during this exciting period of transition. This is an ideal role for someone who has lots of practical experience in marketing, is interested in the enlightened agriculture sector, is passionate about making a positive impact but is unable to commit to a full time role.



	Areas of responsibility:
	· General admin & liaison

· Managing Sacred Earth shared Google calendar.
· Responding to enquiries from info@ email address.
· Providing a point of contact for workshop leaders and workshop attendees.
· Website content management

· Writing blog posts.
· Liaising with team members to produce new content for website (pages, blog posts, events).
· Website event calendar administration.
· Website shop administration.
· Liaising with web developer to develop new functionality.
· General comms and marketing

· Maintaining and developing Sacred Earth brand identity.
· Producing quarterly email newsletters.
· Producing quarterly Horam Village Diary updates.
· Marketing Sacred Earth products and workshops.
· Social media channel management (Facebook, Twitter, Instagram).
· Providing design and marketing support for Sacred Earth projects.
· Design and organise printing of Sacred Earth leaflets/flyers/displays etc.

· Working with team members to develop repository of high quality photos/video.


	Person Specification

	· A clear interest in the aims of the organisation.

	

	· Highly organised and self-motivated.

	

	· Good visual design skills (print and web).

	

	· Excellent written communication skills.

	

	· Confident with social media (to promote a business).

	

	· Good experience with marketing and PR.

	

	· An effective team player.


	Criteria

	Essential
	Desirable

	· Must be available to attend monthly leadership team meetings on the first Friday of every month.
	· An understanding of Health and Safety.

	
	

	· A understanding of the Data Protection Act.
	· An understanding of Safeguarding.

	
	

	· A understanding of equality and diversity.
	

	
	

	Working knowledge of: 
	Experience of:

	· Adobe Photoshop.
	· Photography.

	
	

	· Wordpress CMS.
	· Video production.

	
	

	· Mailchimp.
	· Excel.

	
	

	· Google Docs.
	· Facebook Ad Manager.

	
	

	
	· Wordpress website programming.

	
	

	
	· Xero accounting software.

	
	

	
	· Hootsuite.

	
	

	
	· Photography.
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