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[bookmark: _GoBack]Job Specification – PR/Social Media Administrator [based at Taff Housing Association] up to 6 months placement
Duties:-
· Create and post social media updates
· Monitor the social sphere, keeping an eye on discussions relating to Taff and stakeholders
· Address any highlighted incidents and feed through the appropriate channels 
· Provide various reports as and when needed
· Monitor publications
· Liaise with relevant personnel to prepare information for external publications
· Publicity – write press releases and other publicity material
· Work with External PR Business Plan Group 

Essential Skills / experience/ attributes:-
· Good working knowledge of Facebook, Twitter, Linkedin and You Tube
· A creative mind
· Excellent attention to detail
· Excellent communication skills
· Able to keep information confidential

Desirable skills/experience/attributes
· Some work experience within social media, PR or journalism
· If you have your own website, blog, Facebook or Twitter account, this would be advantageous
· Knowledge of Welsh – desirable
· Knowledge of other languages – desirable

Equipment that will be used
· Computer
· Telephone
· Photocopier
· Smartphone

Training
· On the job training and attendance at relevant courses.


Taff Values
· Accountability, Equality, Flexibility, Openness, Professionalism, Quality
An Employment & Training project delivered in partnership with the following organisations
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