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Information Officer

Job title:

Information Officer
Reporting to:

Information Manager 
Department:

Information, Support and Programmes 
Location:

Flexible
Main job role:
The postholder will maintain and develop the Cystic Fibrosis Trust’s library of factsheets, clinical guidelines and other information resources aimed at people affected by cystic fibrosis (CF) and clinical teams, working alongside the Information Manager and Information Officer.
Main duties

· Work with people affected by CF and professionals to develop new resources, printed and online which meet clearly defined information needs.
· Work with the Information Officer to oversee the reviewing and updating of factsheets in the Trust’s library.
· Support the Information Manager in updating and developing the Trust’s suite of clinical guidelines on CF care and treatment. This will include (with support): convening clinical working groups to write the guidelines; providing secretariat support for working group meetings; overseeing the circulation of drafts; consultation among the wider clinical community, and eventual publication of guidelines.

· Support the Information, Support and Programmes team in the development of ‘special projects’ such as information packs for new parents and schools resources.
· Work with a range of stakeholders including the content authors/CF professionals, editors, reviewers (including the Clinical Advisory Group), designers, external freelancers and the content, marketing and communication teams.

· Edit and proof-read content for all resources being produced or reviewed. 
· Ensure health information materials and production processes meet best practice in health information provision, including:

· Ensuring involvement of end-users in the production of new publications.
· Liaising with authors and expert reviewers to ensure publications are appropriately researched, reviewed and referenced.
· Ensuring the regular review and updating of new and existing publications.
· Ensuring that the Trust’s information materials meet recognised accessibility guidelines.
· Monitoring and analysing publication downloads and orders from the Trust website and database.
· Seek the opinion of the Trust’s helpline, focus groups, the Youth Advisory Group and CF professionals to inform development of new information materials.
· Ensure materials are produced within agreed budgets and in accordance with the Trust brand guidelines.

· Maintain an awareness of other CF patient education material and 

methods of distributing or disseminating information about cystic fibrosis.

· Work with the Trust’s Marketing and Communications team to ensure maximum reach and awareness of new and existing publications.
· Identify and maximise opportunities to promote the Trust’s information materials, for example through liaison with CF centres or through attendance at relevant conferences and study days.

· Maintain and develop knowledge and understanding of CF and best practice in provision of patient information through appropriate learning and development opportunities.

· Liaise with income generation colleagues to identify possible funding opportunities for development of new and existing information materials.
· Internal/external filing/archiving of publications and other information materials, where needed.
· Carry out any other reasonable duties which are consistent with the skills, abilities and position of this role.
Person specification 

Essential

· Relevant experience in producing information for people with a health condition.
· Experience of developing guidelines for clinical audiences.
· Excellent proof-reading and copy-editing skills and strong attention to detail.
· Experience of involving end-users in the production of information.
· Experience of working with external suppliers and freelancers.
· Understanding of the need for accessible information and how to produce it.
· Strong organisational skills and ability to meet competing deadlines.
· Ability to work well independently and in a team.
Desirable

· A degree in a science- or health-related field.
· Ability to translate complex scientific/health information into accessible information.
· Experience of running working group meetings (particularly clinical working groups), including accurate minute-taking.
· Understanding of CF and wider healthcare/medical issues.
· Understanding of editorial and publishing issues.
· Knowledge of best practice in production of patient information.
