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Role Profile

	Job Title: 
	Media & Content Officer

	Reports To: 
	Business Insights Manager
	Annual Salary:
	

	1. Job Purpose

	· Develop and implement a robust customer facing Communications Strategy that supports and promotes the delivery of operational activity and the overall vision of the CFA - Improving Lives by Improving Football

	2. Principal Accountabilities/Responsibilities

	· Lead on the planning and delivery of all internal/external communications using a variety of traditional and new media platforms, supported by the CFA’s preferred third party partner

· Design & implement the CFA’s digital event and activity calendar, incorporating regular local communications whilst integrating the FA’s national calendar of events

· Utilise available insight, trends and data to drive the communication and promotion of our products and services and business successes that engages and informs internal and external customers and stakeholders
· Design, deliver and monitor the impact of the CFA corporate brand across all media channels, gathering evidence on performance, stakeholder engagement and feedback that supports a possible need for rebranding 
· Lead on the design and delivery of the CFA’s new season “Welcome Pack” for clubs & leagues
· Support the wider business in developing a suite of commercial partner assets used at board and Exec level to help increase our non-direct football partnerships and revenue streams
· Create and implement a targeted online recruitment campaign that supports engaging learners from across the county for the (online) FA Level 1 Coaching Football course and all other FA/CFA educational and CPD programmes, especially linked to Charter Standard
· Help support the CFA’s diversity & inclusion programme, using football as the vehicle that removes barriers for under-represented groups to participate Example groups include but are not exhaustive too; BAME, LGBTQ, Women & Girls and Central & Eastern European communities
· Work with the CFA’s preferred multi-media partner to overhaul the current website and create a more user-friendly platform that becomes the central repository of relevant and beneficial information for customers whilst linking social media and PR to the web site news and document repository

· Support the CFA’s ambitious plans to create a sustainable football model, using engaging content and strategic online partnerships
· Design and deliver a range of communication tools that engage and benefit our range of customers – e.g. e-Newsletters, CFA handbook, user guides and e-Birthday cards whilst monitoring success, reach and impact and designing other membership benefits for new and existing customer segments

· Coordinate external agencies regarding digital content partnership opportunities
· Create and manage a pool of new talented regional journalists, photographers, social media specialists to support the coverage & exposure of local grassroots football including following the early rounds of the 14 annual County Cup's right through to their prestigious finals
· Support and deliver the communications of the CFA’s agreed partners across all media channels on a regular and consistent basis
· Develop links within the local media and social media community to ensure there is regular coverage of the association's activities and successes and customer news
· Support the CFA with its annual awards evenings (McDonalds Grassroots Awards & Referee Awards), taking a lead on all areas of marketing, promotion and digital coverage 

· Liaise with colleagues to provide guidance and advice on digital campaigns that drive successful outcomes
· Work flexibly across the CFA to support all business functions in order to keep colleagues, Directors, Council members and stakeholder up to date and informed on activity, targets and business objectives
· Contribute to the raising the profile, the brand and the perception of the CFA and its customers inline with the Vision and Core Values

	3. Knowledge/Experience/Technical Skills/Behaviours

	Essential:-

· Commitment and passion for using technology to drive the positive development of the game within the region
· Knowledge and experience of strategies that increase reach & engagement across multiple social media platforms
· Experience of developing, monitoring and evaluating online promotional campaigns

· Evidence of successfully implementing internal and external communication strategies 
· Demonstrable understanding of brand performance
· Knowledge and experience of website design and the ability to use analytics to drive optimum website performance
· Demonstrate success in providing a range of customer support services   

· Project management skills  
· Knowledge of new and emerging digital media opportunities
· Negotiating skills
· IT Skills (Excel, Word and PowerPoint)
· Willingness to work unsocial hours, including evenings and weekends 

· Current clean driving license and access to a personal vehicle to travel across the CFA region and further afield at short notice
	Desirable:-
· Knowledge and understanding of the culture and structure of grassroots football

· Knowledge of The FA’s National Game Strategy

· Football Participant – player, coach, Referee, volunteer

· Degree educated / graduate

· Awareness of the political and functional workings of County FA’s or sporting associations
· Demonstrate a working understanding and application of inclusion, equality and anti – discrimination, safe guarding and best practice.
· Ability to identify and progress new opportunities
· Ability to work with minimum supervision and set priorities   
· Knowledge of financial and business planning techniques

	b) Behaviours – as defined in County Football Association Competency Model

	· Positive approach to all projects undertaken

· Innovative in you thinking and approach to finding solutions 

· Valued, and understanding the value in others

· Supportive, a team player

· Excellent writing skills and grammar 
· Analytical
· Team approach

· Delivery focussed & results driven

· Customer Excellence ethos

· Developing & motivating self and others

· Pro-active with a cost-effective approach
· Well organised

· Good listening skills
	· Empathetic and trustworthy

· Objective but understanding

· Attention to detail

· Resilient and determined

· Rationale and not quick to jump to conclusions

· Approachable and friendly

· Tactful and discrete 

· Engaging and supportive

	Further Information
a) Will the job-holder have direct access to young persons under the age of 18, within the context of the job or any subsequent related activities or responsibilities?                                                  YES /NO (delete as applicable)
Where the answer to the above question is YES the following wording will be included in any advertisement

“As this role involves direct access to young persons under the age of eighteen, within the context of the job or any subsequently related activities or responsibilities, the successful candidate will undergo a thorough screening process, which will include a Criminal Records Check to ensure their suitability for the role. Any candidates invited to interview will be sent a CFA Personal Disclosure Form, Guidance  Notes and Privacy Statement to return at their interview in a sealed envelope
How to Apply
Please submit a copy of your CV along with a covering letter detailing how you meet the knowledge, experience & technical skills for this role, and your anticipated salary expectations to Richard Lindsay, Business Insights Manager: Richard.Lindsay@BirminghamFA.com 

The closing date for applications is Friday 16th October 5pm 



	Completed by Name/Role
	Richard Lindsay 

	Signature
	

	Date
	October 2020


**This job description is only a summary of the role as it currently exists and is not meant to be exhaustive.  The responsibilities/accountabilities and skills/knowledge/experience/behaviors might differ from those outlined and other duties, as assigned, might be part of the job.
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