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                                                     JOB DESCRIPTION
Job title               	           Communication and Events Assistant  
Team :                  	 Service Delivery  
Reports to            	 Service Delivery Manager  
Key relationships   	All legal teams, admin, front of house and external                                                        professionals, Clients
Contract Type        	 Permanent 
Review                    	yearly review in line with appraisals or other changes 

Job Summary 
Our Communications and Events Assistant will be at the heart of the Law Centre, helping to promote our work, strengthen our presence, and ensure that more people across the wider area know about the support we provide. 
You will help plan and coordinate events, making sure that every detail is in place for their success. You will also encourage attendance by promoting events to clients, stakeholders and the wider community. 
You will promote the Law Centre across a range of social media platforms, helping to raise awareness of our services and impact. You will also ensure that all marketing materials are accurate, engaging and kept up to date. 
Who we are 
 Derbyshire Law Centre is a forward thinking, welcoming and positive not-for-profit legal charity.  We specialise in Social Welfare law, (Debt, Discrimination, Employment, Housing and Immigration), it delivers its services throughout Derbyshire. The Law Centre is passionate about using the law to achieve positive outcomes for clients, regardless of their personal or financial situations. 
 Location of the role: 
The post will be based in Chesterfield. This is a non-Hybrid Role and will be based at our head office in Chesterfield 3 days a week.  You will also be required to travel to our outreach venues  and events .


Key responsibilities and Values 
In conjunction with the Law Centre’s other employees, you will, 
Key responsibilities and Values 
In conjunction with the Law Centre’s other employees, you will, 
· Align with the Law Centres values and a commitment to impact our strategic aims of the service.  
· Uphold the Law Centre’s professional image and reputation 
· Develop and maintain good client relations through support, confidence, trust and going that extra mile 
· Be flexible. Whilst remote and flexible working is at DLC’s core, we require our staff to meet client and service needs.  
· Behave in a professional manner and adhere to the SRA guidelines.  
· Maintain knowledge for your area of law/profession and understand the professional support you require for your CPD. 
· Always maintain confidentiality. 
· Maintain effective working relationships and contribute to a working environment which is safe, considerate and supportive of all. 
· Work in line with our Lexcel quality mark, policies and procedures
· Demonstrate commitment to DLC’s Equality, Diversity and Inclusion Policy. 
· Staff undertaking work which requires professional registration are responsible for ensuring that they are registered with the appropriate professional body and that they comply with any Codes of Conduct applicable to that profession. Proof of registration must be produced on appointment and at any time subsequently on request
· Ensure the Law Centre is complying with General Data Protection Regulations
· You have a statutory duty to observe all health and safety rules, attend appropriate training courses and take all reasonable care to promote the health and safety at work of yourself and your fellow employees.
· Follow our safeguarding policy at all times when working with vulnerable clients.
· In line with the other team members, we ask you to be flexible and prepared to take on other responsibilities  as needed. 
· Supervise, train and support volunteers as appropriate 
· Provide talks and training to external groups as appropriate. 
· Attend meetings, training, conferences and events in relation to your professional work and the charity.   
· Use DLC systems, following procedures and ensure they are up to date for auditing purposes. Keep detailed information for reporting purposes. Undertake own administration including word processing and maintaining records.
· Participate in an induction programme and such further training and support as required and appropriate.
· The post requires you to undertake any other duties as agreed between the post holder and the BOT, in consultation with the relevant trade union where necessary.  

Role Autonomy or Decisions Made: 
The postholder needs to be self-motivated, able to work on own initiative as well as part of a team, and able to manage work priorities.  
Main Duties 

· Assist the service delivery manager with booking, planning and delivery of our events including stands, attendance and display materials. Liaise with organisers, venues, suppliers and internal teams, and coordinate the ordering and delivery of products required  
· Support the capture and follow-up of leads from events, and help track performance 
· Willingness to travel  
· Be proactive and remain calm under pressure  
· Develop and maintain the Law Centre's brand identity, ensuring consistency across all marketing materials. 
· Create, schedule and manage engaging social media content, to promote the Law Centre's services, activities and impact. This includes client stories, our projects and outreach work, and events we may be attending  
· Create and update website content to ensure information is accurate, relevant and engaging.  
· Create Internal newsletter with information from SLT.  
· Design high-quality graphic content for digital and printed communications.  
· Lead on the design and production of the Law Centre's Annual Report with our senior leadership team  
· Order, monitor and maintain stocks of promotional merchandise and marketing materials. 
 

This Job description does not include all duties and responsibilities. You may be required to perform other related duties as assigned and help cover additional tasks. This Job Description does not form part of the Contract of Employment
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Our Core Values

COLLABORATE

Respect

To treat everyone with integrity and respect. To value and respect each other's expertise
and diversity. To take responsibility for what we do and support each other to succeed.
Create

To respond to changing needs. To be innovative and resourceful.

Collaborate

To collaborate internally and externally. To listen and share. To work as a team using all
our expertise and skills together to get the best outcome.

Care

To promote personal wellbeing and to adopt safe and healthy working practice.
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