Job Description 
Name of Organisation:

Lewisham Refugee and Migrant Network (LRMN)

Job Title:



ICT Development Project Officer
Responsible to:


Director

Persons responsible for:

Any volunteers supporting the project 

Line Management of:

Any volunteers supporting the project

Salary:
£26, 257, SC6 Scale pt 27 – 28+ NIC +                    3%pension

Working hours:


35 hours/week
Special conditions: 
Working in 3 boroughs; Lewisham, Greenwich and Southwark with some occasional evening and weekend work. The post holder will be based mainly at LRMN, the lead partner in this project but will also be required to work from the offices of the two other partners in the project: Greenwich Action for Voluntary Service (GAVS) in Greenwich and Southwark Refugee Communities Forum (SRCF) in Southwark. The post holder may also be required to travel and work at other training venues and participating beneficiary organisations’ venue in the three boroughs.
Main Purpose:

The main purpose of this project is to improve Black, Minority, Ethnic, Refugee and Migrant (BMERM) organisations’ understanding, expertise and use of Social Media and Digital Technology enabling them to be more effective and efficient in delivering better services to their target communities.
Duties and Responsibilities
· Support participating BMERM organisations from Lewisham, Greenwich and Southwark to develop and use ICT and social media networks such as Facebook, Twitter, Blog and many more as a means to effectively and efficiently deliver their services ( e.g. for fundraising, promotion, communications, campaigns and administration).
· Provide BMERM organisations’ trustees, staff and or volunteers one to one training and follow up support and develop their knowledge, skills and tools on using ICT (internet and social media) to deliver their services. 
· Plan and deliver ICT and social media workshops and training courses in Greenwich, Lewisham and Southwark to the participating BMERM organisations.
· Monitor trends in social media tools and applications and appropriately apply that knowledge to increase use of social media amongst BMERM organisations. In particular, to introduce and support the BMERM organisations to implement popular internet based tools used  by the charity sector for fundraising, marketing, communications, research, campaigning, etc.
· Conduct an initial assessment and then monitor and evaluate the needs, use and impact of ICT and social media amongst the participating BMERM organisations’ performance.
· Recruit and engage BMERM organisations from Lewisham, Greenwich and Southwark in the project.
· Develop and implement systems to effectively set up, manage and monitor the project. Maintain proper and accurate recording systems to capture the projects’ outputs, outcomes and impact.
· Liaise and maintain regular communication with LRMN, GAVS and SRCF; the project’s partners. Includes participation in and reporting on progress and finance, at the partners’ meetings and any additional reports required for partners and funders.
· Promote the project where requested within and outside the participating boroughs, including participation at Lewisham Refugee and Migrant Forum, GAVS BME Forum, SRCF meetings and communications.
· Develop relevant online and hard copy materials to support the project.

· Develop positive relationships with the project’s participants and partners. Includes ensuring communications, training and support is tailored towards and recognises the particular needs of BMERM participants and the BMERM sector and local context.
Other Duties

· Attend the Project Steering Group meetings as required.

· Be self- administering
· Participate in LRMN, GAVS and SRCF team and casework meetings as required 

· Undertake any other work as maybe reasonably requested.

· Comply with the Health and Safety policy, Equality and Diversity policy, Confidentiality and ICT policies.

Person Specification
The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview processes for this post. Candidates are encouraged to answer the essential list below to the best of their ability. 

	1
	Qualifications and Experience
	

	1a
	A degree or equivalent qualifications in ICT, media design or communications with specialisation in social networks, technology, journalism, marketing or public relations.
	E

	1b
	With 3-5 years of work experience with ICT and social media, preferably within the voluntary, community, civil society sector setting and preferably with BMERM organisations.
	E

	1c
	Currently active on social networks and with professional experience in using fundraising tools on internet (e.g. donate here buttons, justgiving and equivalent websites, etc) e-bulletins (e.g using mailchimp), using tools such as survey monkey, creating online petitions, campaigning online and using online search facilities effectively.
	E

	1d
	Proven experience with managing and supervising staff and or volunteers
	D

	1e
	Actively participating in a wide variety of social media activities such as blogging, twitting, social bookmarking, commenting, etc and is well connected with the broader social media world.
	E

	1g
	Experience of working in partnership
	E

	
	Experience in project management, setting up, delivering and monitoring project, including budget management.
	E

	2
	Skills and Abilities
	

	2a
	Strong project or management skills
	E

	2b
	In-depth knowledge and understanding of social media tools such as Facebook, Digg, Youtube, Twitter, Flickr, etc) and how  they can be used in different scenarios
	E

	2c
	Ability to effectively communicate information and ideas in written and verbal format.
	E

	2d
	The ability to work with stakeholders of diverse ethno-racial and cultural backgrounds
	E

	2e
	Ability to think and plan strategically
	E

	2f
	Good technical understanding and can pick up new social media tools quickly
	E

	
	Ability to organise, plan  and deliver workshops, training and one to one support
	

	3
	General and Specialist Knowledge
	

	3a
	Creative and ability to adapt to meet BMERM organisations’ needs, capacity and resources.
	E

	3b
	Ability to create and develop effective working relationships with all levels
	E

	3c
	Team player as well as able to work on own initiative.
	E

	3d
	Knowledge and understanding of BMERM sector issues and the local context.
	E

	3e
	Commitment to LRMN’s values and an understanding of wider social justice and diversity issues.
	E

	3f
	Ability to work flexibly and sometimes outside regular office hours
	E

	3g
	Ability and willingness  to travel and work at different locations. 
	E


