FIFE EMPLOYMENT ACCESS TRUST

JOB DESCRIPTION

Post:


Marketing Co-ordinator
Salary:

£23,220 per annum
Hours of Work:
35 hours per week

Annual leave:

25 days

Responsible to:
General Manager

AIMS OF FEAT 

1.To deliver individualised employment advice, support, training and assistance to people who have experienced mental health problems.

2.To work closely with employers and other agencies to increase workplace support and opportunities for people with mental health problems.

JOB PURPOSE

The post-holder will be responsible for developing and delivering a comprehensive marketing programme for all FEAT services. Specifically this will involve responsibility for marketing and promoting client based training courses and workshops to prospective clients and referrers and generating referrals to the service.  Working with FEAT’s Trainer/Facilitator, the postholder will also promote a range of employer-based training courses relating to mental health in the workplace to generate bookings as well as courses aimed at the general public.  The post holder will work with other FEAT staff in liaising with employers and training providers to provide work placements and tasters as well as ensuring wide coverage of the range of mental health information displays.

DUTIES AND RESPONSIBILITIES

The following duties and responsibilities are intended to give a broad indication of the variety of tasks that the post-holder may be asked to undertake.  The job description is not an exhaustive list, and will be subject to annual review.

1 In Relation to Information Displays
1.1
To contact employers from all sectors to offer the displays, including organisation stress audits, to promote mental well-being in the workplace.

1.2
Erect display units / touchscreens at businesses / premises throughout Fife.
1.3   To organise FEAT information displays within community-access points.

1.4   Keep records of sites and leaflets taken and all statistical information

2 In Relation to Employers

2.1
  To investigate potential work placements.

2.2
To undertake job‑search and negotiate work opportunities with potential employers.

2.3
To facilitate development of support networks within and outwith the workplace.

2.4
To liaise with employers, in promoting the aims of the project.

2.5
To foster positive relationships in order to facilitate the negotiation of work opportunities.

2.6   To build up accurate information on local resources, facilities and labour market opportunities.

2.7    To conduct research into the barriers to employment from the employers perspective.

3.
Information and Training Workshops

3.1 To work with the Trainer/Facilitator to assist in the delivery mental health in the workplace training.

3.2 To promote information and training workshops and courses to generate bookings

4.
Marketing and Promotion

4.1
To design, develop and deliver, in conjunction with the General Manager, a comprehensive marketing programme, in a range of media, for all FEAT services

5.
In Relation to Other Agencies
5.1 To establish effective relationships with all agencies involved in providing training, employment and support to project participants.

6.       Administration
6.1     To maintain computer and paper records on project users.

6.2     To prepare reports as required by the General Manager.

6.3   To be familiar with FEAT's policies and procedures and any statutory      requirements relating to work undertaken.

6.4 To keep abreast of relevant employment legislation and changes in the 

benefits system.


7.
Other Duties
To carry out other duties at the discretion of the General Manager, as appropriate to the grade.

