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Media Assistant - Website




An exciting opportunity has arisen to join our team as a Website Media Assistant. The suitable candidate will be required to meet the Mission, Vision and Objectives set out by Shrewsbury Town in the Community.





Application Pack

Who we are

Shrewsbury Town in the Community is the official charity of Shrewsbury Town Football Club. Established in 1996 our mission is to utilise the power of sport to engage, inspire and strengthen our local community. 

Vision 

To take Shrewsbury Town into the heart of the local community, helping people realise their potential and achieve their goals. 

Purpose
 
To deliver a service that can be judged as ‘first class’ by our participants, funders, and community partners. 

A service that is seen to make a significant social contribution, changing lives by creating opportunities for all our participants. 

How will we make a difference? 

In partnership we will work within Shropshire to: 

Improving Health & Wellbeing, 
Providing better life chances,
Creating stronger communities. 

Our vison is underpinned our values:
Passionate | Proactive | Fun | Inclusive | Professionalism 
Range of Work
Media Assistant l Website
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	Job Description



	[bookmark: _Hlk9414899]Job Title
	Media Assistant - Website  

	Department 
	Shrewsbury Town in the Community

	Location 
	Community Football Hub - Shrewsbury

	Accountable To
	Community Facilities Co-ordinator, Facilities Manager 

	Criminal Record Check Required
	Yes
	Level of Check
	Enhanced

	Financial Responsibility 
	Budget Holder
	No
	Authorisation Level 
	N/A




	ROLE



To help in the day-to-day operation of Shrewsbury Town In the Community's facilities. Providing a pleasant and enjoyable experience, showcasing, and maintaining first class facilities to all users; whilst successfully completing a work-based educational course. 

Role will include general maintenance and grounds work to ensure that facilities are maintained to the highest standards and works are actioned to defects at the earliest opportunity. 

	HOURS OF WORK



· 25 Hours per week, Monday to Sunday
· Core Hours 8:00am – 4:00pm 
· Flexibility in working hours and days essential.
· To be discussed at interview

	PRINCIPAL RESPONSIBILITIES

	[bookmark: _Hlk9413381][bookmark: _Hlk9413815]To work within the marketing and communications team to maintain a high-quality website

	[bookmark: _Hlk9412885]To take a brief to understand specifications and work closely with colleagues to develop the concept.

	[bookmark: _Hlk9412894]To ensure the website remains current displaying up to date information

	To constantly review the website and identify areas for improvement

	To liaise with colleagues to ensure information displayed is accurate across all projects and programmes. 

	[bookmark: _Hlk9413411]Website 

	Act as the lead staff member for website development

	Be proficient in the use of WordPress 

	Constantly refresh the website using new articles and up to date images

	Maintain the shop element to the website, ensuring products and stock are updated and maintained

	Work closely with colleagues to request media required 

	Maintain external sites linked to website including JustGiving, Donr and Ebay

	Health and Safety 

	Comply with Statutory Regulations/ Legislation/ Codes of Practice as well as Risk Assessment Protocol as set out by STITC.

	Ensure a safe and healthy environment is maintained for other staff and members of the public.

	Customer Service and Quality Standards

	Promote the charity’s community brand and services.

	Present a positive image and uphold good public relations.

	Undertake regular meaningful consultation to monitor performance against set standards.

	Other Duties

	Attendance at appropriate staff meetings and events.

	To undertake any other duties not detailed above commensurate with the level of the post. 

	To complete all relevant educational tasks as outlined by the apprenticeship scheme.

	To be proactive in their approach to work; working from initiative to identify required works




	PERSONAL SPECIFICATION 



	Skills/ Qualities/ Experience
	Essential
	Desirable

	Qualifications

	To hold a good degree of education
	
	X

	First Aid at Work qualification or be prepared to undertake such a qualification
	X
	

	Skills and Abilities

	Proven professional experience editing websites using WordPress 
	X
	

	Computer-literate performer with software proficiency in a range of software packages
	X
	

	Ability to work in a pressurised environment adapting to changing circumstances and priorities
	
	X

	Team player who is strong at building trusting relationships with customers and colleagues
	X

	

	Competency in reviewing and editing content
	X
	

	Competency in writing articles and maintaining a ‘tone’ throughout
	
	X

	To be willing to learn and develop personal skills/ work-based skills
	X
	

	Ability to juggle multiple tasks
	
	X

	Training and Development

	A commitment to attend training appropriate to the job
	X
	

	A commitment to the ongoing training and development of self
	X
	

	A commitment to achieving all educational outcomes as directed by the apprenticeship scheme
	X
	

	Appointed person will be subject to CRB clearance
	X
	



	Our Core Values


We are looking for you to show these work-based core values which are integral to our workforce culture.

Professional – We are professional in every aspect of our delivery.

Passion – We are passionate about what we deliver for Shrewsbury Town Football Club, and how we can make a difference for the community we live in.

Inclusive – We are committed to support all our participants regardless of race, gender or ability and will ensure that our programmes reflect this.

Proactive – We are determined to be forward thinking, innovative and ambitious in continually looking to improve our performance and impact.

Fun – We want all participants to share our enjoyment and enthusiasm in what we deliver – in a fun and safe environment.

Caring – Our workforce will be eager to help others, demonstrate attention to detail, consistency in delivery and be willing to take ownership of issues.


	General Information 



The Employee must always carry out his/her responsibilities with due regard to Shrewsbury Town in the Community’s policies and procedures in particular Health & Safety, Financial Authorisation and Confidentiality about the Data Protection Act.

The Employee must act to protect all young people and vulnerable adults that are in their care or attending the company’s premises. The Employee must report any misconduct or suspected misconduct to the Designated Safeguarding Officer. 

The Employee must ensure a positive commitment towards equality and diversity by treating others fairly and not committing any form of direct or indirect discrimination, victimisation, or harassment of any description and to promote positive working relations amongst Employees and customers.  

The above Job Description is not intended to be exhaustive; the duties and responsibilities may therefore vary over time according to the changing needs of Shrewsbury Town in the Community.  


APPLICATIONS

Shrewsbury Town in the Community is committed to safeguarding and promoting the welfare of children. Any job offer is subject to satisfactory employment references and Disclosure and Barring Service (DBS) check.

To apply for this role, please send a CV and a covering letter (no more than two pages), detailing how you meet the requirements of the role to:

admin@shrewsburytowninthecommunity.com 

Or via post to: 
Shrewsbury Town in the Community
Montgomery Waters Meadow
Shrewsbury
SY2 6ST

Closing date for applications: 		
Interviews: 				

Please note if you do not receive an invitation for interview by (*) please assume that your application has not been successful.


Montgomery Waters Meadow, Oteley Rd, Shrewsbury, SY2 6ST
Company No. 06614473
Charity No. 1125101
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