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Job description – Communications Officer
Job title:  Communications Officer
Reporting to: Policy Officer 
Hours: 35 hours per week (flexitime) 
Location: Manchester (in GMIAU’s office at least 2 days per week)
Salary scale 13-14: £28,163 (starting) – £28,624							
Contract: Permanent
Holidays: 28 days
We are looking for someone passionate about social justice and skilled in written, verbal and digital communication to join us as a Communications Officer at Greater Manchester Immigration Aid Unit (GMIAU). This is an important new role – it’s about how we use our voice effectively to make change for and with people subjected to immigration control, and about how we connect with people who need our support. The new Communications Officer will:
· Work with colleagues to publish and disseminate clear and accurate legal information, and ensure that information is up-to-date
· Conduct research into GMIAU’s audiences and needs, working with communities to develop our communications work
· Take a lead on our digital communications including our social media, website management, and email newsletter
We hope the impact of this post will be:
· To strengthen and develop our connections with communities, digital and in-person
· To create real structural change and authentically tell the story of how immigration control affects people we work and live alongside in the North West of England
· To maximise the impact of our legal expertise by disseminating high quality legal information
· To ensure people approaching GMIAU for help feel heard, and are provided with practical support
· To ensure our communications work – how we speak about issues, the methods we use to communicate, and the informative materials we produce – is developed in partnership with people with lived experience of immigration control
[bookmark: _Hlk177051706]The Communications Officer will be working in the Policy Team (read more about the team in the About GMIAU document in the application pack). They will help the Policy Team communicate our research, advocacy, and campaigning work effectively. They will also work closely with colleagues across the whole organisation, including casework staff, and with the people who use our services.
Responsibilities: 
1. Undertake research and community engagement activities to better understand our audiences and how we can connect with them
2. Produce written materials including information sheets, website pages, email newsletters, blogs and reports, for a variety of audiences
3. Lead on GMIAU’s social media, including day-to-day running of existing platforms, and working on a strategy to expand and diversify our use of social media
4. Produce graphics and video content to support our communications work
5. Ensure our legal information outputs are accurate, up to date and accessible
6. Work with communities we support to keep people’s lived experiences at the heart of our communications work 
7. Assist the Policy Officer with managing GMIAU’s website and with a project to redesign the website, to ensure it serves the needs of the people we support

General
8. Prepare reports to the Board of Trustees and others as requested
9. Work within the GMIAU structure and supervision framework
10. Attend staff meetings and training sessions
11. Carry out all duties with due regard to equality principles and challenge discrimination
12. Carry out all duties with due regard for the health and safety of yourself and others
13. Carry out other duties which are commensurate with the duties of and responsibilities within this job description as directed by the Policy Officer and Chief Executive
To apply: 
Along with this Job Description, read the About GMIAU page and Person Specification.
Complete the Application Form and Equal Opportunities Monitoring Form and return them by email to rivka@gmiau.org, or by post to:
Applications, Greater Manchester Immigration Aid Unit, 1 Delaunays Road, Crumpsall Green, Manchester M8 4QS.
The closing date is Monday 28th October 2024 at 12 noon. Interviews will be held on Monday 11th and Tuesday 12th November 2024.

Please note: Unfortunately we are unable to arrange work permits for people who do not already have the right to work in the UK. We can offer legal assistance with the immigration applications necessary to sustain employment in compliance with UK immigration law.
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