[image: image1.png]Cystic
Fibrosis why
we volunteon




Role Description – Communications Executive volunteer 
This role involves working in the communications team and particularly helping our PR/media team with the day to day activities and gain valuable experience with an award-winning media team.
This role will suit you if you are interested in a career in this field and have some knowledge or experience or you are a professional wanting to share your skills and experience in voluntary capacity.

At the moment, we are working from home and this volunteer role will also be an online role and therefore access to a PC or Laptop and internet connection will be required.
For more details about the role see below:


	Location
	Remote – working from home (and if required Head Office (Aldgate, London, EC3N 1RE)

	Time expectation
	Flexible between 10am and 4pm, Monday to Friday

	Supported by
	PR Manager

	Team
	Communications

	Background of Cystic Fibrosis Trust
	Cystic fibrosis (CF) is a genetic condition affecting more than 10,500 people in the UK. You are born with CF and cannot catch it later in life, but one in 25 of us carries the faulty gene, usually without knowing it.
The Cystic Fibrosis Trust is the UK’s only charity dedicated to fighting for a life unlimited for everyone living with cystic fibrosis and their friends and families. The Trust funds cutting-edge research drives up standards of care and supports people with the condition and their loved ones every step of the way.


	Information about this role
	· Monitoring the news, including cystic fibrosis and CF Trust in the news

· Monitor reporters, stakeholders and Influencers (via Tweetdeck, Meltwater or Hootsuite) 

· Note taking in meetings and cascading via email

· Managing BOX (and Trello) 

· Monitoring press inbox 

· Build up our market intelligence 

· Monitor requests on social media #JournoRequest

· Generating new ideas & news angles 

· Writing content

· Help with compiling reports

	What are the benefits to me and to the charity?
	By joining the Trust, you can expect to:

· Make a difference to people with cystic fibrosis and those affected by the condition
· Gain valuable experience with an award-winning media team
· Be supported through an induction and on-going learning and development throughout your role
· Be reimbursed for your travel expenses (subject the current expenses policy)


	We are looking for someone with…
	· Good interpersonal and communication skills

· Good IT skills -Word, Outlook, Excel; and access to a PC/laptop and internet connection
· Good social media and digital skills 
· Knowledge and understanding of the role of media and communications
· Interest in and commitment to our cause of Cystic Fibrosis


	Training and support
	If required, you will receive training and support to help you fulfil all the tasks listed in this role description. 
You will also have opportunities to learn more about Cystic Fibrosis and the work we do. 



	Recruitment & selection process
	We aim to run an inclusive volunteering programme, which is open to all. 
We particularly welcome applications from people who have or have been affected by cystic fibrosis. 
Our process of recruitment is:

· Registering your interest / applications 
· Identifying your suitability for the role through a telephone/face to face discussion
· Collecting references and confirming your start date

· Setting up your joining including induction


	Additional information
	For more information about our work visit www.cysticfibrosis.org.uk
If you have any queries, contact volunteering@cysticfibrosis.org.uk 



