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	Job Description




	Job title:
	Project and Outreach Assistant (Year in Industry)

	Responsible to:
	Business Development and Marketing Manager

	Responsible for:
	N/A

	Hours of Work:
	21 hrs/week (12 months) or 30 hours/week (9 months) with some unsociable hours

	Start Date:
	Between Mid-June – Mid-September

	Location:
	Leeds office base   (some home work if required due to Covid)

	Salary and benefits:

	Holiday entitlement is 27 days p.a. pro rata plus bank holidays
A small stipend of £10 for each working day is available (student finance is still applicable during this period)



Job Purpose
This role reports to the Business Development and Marketing Manager but also supports both Basis Young People and Basis Sex Work project. The support role includes with awareness raising, marketing and communications, research, logistical and/or administrative support as well as direct support to service delivery with young people and/or women who are sexually exploited and/or sex workers. The role is relatively flexible and priority can be given to the students’ area of preference (both at the start and throughout the placement).

Duties and key responsibilities

1. Delivery
· Ensure effective planning and implementing of events for Basis Young People and Basis Sex Work service users
· Support direct service delivery with Drop In and Outreach services for Basis SexWork (optional)
· Support with facilitation of School Sessions (educational sessions for young people delivered at schools) (optional)
· Support with facilitation of Lionesses (young people peer support group) (optional)
· Contribute to campaign development to raise awareness (all areas of work)
· Contribute to content development and dissemination across social media (including developing infographics and other images) such as Facebook, Twitter and Instagram
· Develop and disseminate communication material aimed service users and external stakeholders (paper based, audio, visual including electronic newsletters and potentially videos) 
· Support Basis Sex Work project with logistical support including stock management of sexual health products and other outreach and drop in logistic
· Develop and/or contribute to fundraising initiatives 
· Promote Basis Yorkshire at external events 


2. Monitoring and Evaluation
· Carry out relevant data entry and analysis and/or policy research to support dissemination, research, monitoring and evaluation and/or training development

3. Communications
· Ensure information and relevant research is shared across relevant team
· Ensure that information/publicity with regards to services is kept updated across website, leaflets and other forms of communication
· Supporting social media content development

General Responsibilities 
· Contribute to team meetings and organisational priorities, strategic goals and performance targets
· Be flexible within the broad remit of the post
· Work collaboratively on projects and priorities which may vary from time to time
· Be proactive in keeping up to date with and generating development relating to your work (including policy updates)
· Abide by organisational policies and practices, and our values
· Support diversity and equality of opportunity in the workplace
· Ensure that effective safeguarding procedures and known and are acted upon

PERSON SPECIFICATION

EXPERIENCE	
· Experience of working in an office or customer facing environment

SKILLS AND ABILITIES
· Confident communicating with people face to face, email and over the phone 
· Creative thinking and writing capability and the confidence to input own ideas
· Organisational and planning skills with an ability to multi-task
· Review and disseminate policy and research documentation 
· Experience of research methodologies (optional)
· IT skills at a level that supports report writing (including good knowledge of Microsoft Office including Word, Excel and PowerPoint), email, internet and database management
· Ability to  research communicate effectively using social media (Facebook, Twitter, Instagram)
· Experience of developing audio and video content as part of campaigns  (optional)
· Corresponding respectfully and engagingly (writing, in person and over the phone)
· Managing competing priorities against tight deadlines		
· Highly self-motivated with ability to work alone but can also work co-operatively and flexibly as part of a team/with partners.	

KNOWLEDGE
Some of the below would be an advantage
· Knowledge of charity sector 
· Knowledge of working with sex workers and/or vulnerable young people

EDUCATION/TRAINING/QUALIFICATIONS	
• This placement is specifically for a Year in Industry opportunity which is available for students completing Year 2 (including but not limited to social studies, history, international relations, media studies and/or marketing/business development)

PERSONAL ATTRIBUTES AND OTHER REQUIREMENTS	
· Passionate about women’s and/or young people’s rights
· Eager to learn
· Confident, adaptable and flexible
· [bookmark: _GoBack]Can work occasional evenings and weekends	
· Commitment to Basis values including anti-discriminatory practice and equal opportunities  
· An ability to apply awareness of diversity issues to all areas of work.	
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