Dear Applicant

Communications and Development Manager
Thank you very much for your enquiry about the post of Membership Services Officer Please find enclosed

1. Background information

2. Job Description

3. Person Specification

4. Key Terms and Conditions

5. Equal Opportunities form

Please return your CV with a covering letter stating how you meet the job description and person specification to:  ann@eata.org.uk or post to EATA, 25 Corsham Street, London, N1 6DR
Please note that the deadline for submission of completed applications is 27th May 2009.
It is intended that interviews will be held on 9th June 2009
Thank you for your interest in EATA. We look forward to receiving your completed application

Yours sincerely

Sharon Carson

Chief Executive

Communications and Development Manager
Background Information
What is EATA

EATA is a charity working with providers, commissioners and policy makers to improve access and quality in the rehabilitative treatment of substance dependency. It is a membership organisation with over 120 members, most of which are UK-based treatment providers. The European Association for the Treatment of Addictions (UK) is an independent charity founded in 1992. Originally developed as a membership group for residential providers, EATA has developed to include all types of treatment providers from the independent sector.  Between them, EATA’s UK members provide over 50% of community-based residential treatment, much of the country’s structured day care treatment and almost all of the UK’s prison-based programmes, as well as a significant proportion of lower threshold services. 

EATA represents its members on a number of key government advisory groups related to drug and alcohol treatment and is regularly consulted by officials on the development and implementation of policy initiatives

Strategic Context

Tackling drug related harm is one of this Government’s main strategic priorities. The ten-year (2008-2018) Drug Strategy ‘Tackling Drugs Changing Lives’ is a cross cutting action plan with set targets for improvement.

The importance of treatment services is central to the strategy and this has resulted in enormous investment being made in treatment over the last 8 years.

When the government wishes to talk to an organisation that represents treatment providers it comes to EATA. Our position as a membership organisation enables us to compile responses and consult with the field from a unique perspective.

The UK treatment field is a vital and innovative one. EATA stays at the forefront of development, sharing expertise and ideas in order to fulfil our Mission “to help substance misusers get the treatment that they need”.

We have a number of international contacts and have been responsible for importing influential ideas from other countries, as well as organising study trips.
Communications and Development Manager

Job Description
Aims
The main aims of the post are to develop and facilitate communication mechanisms to promote the activities and services of EATA both internally to its members and externally. 
The post will manage the activities of the membership services officer,   develop and deliver regional and national forums, consultation events, training and work closely with the policy and development officer in responding to national areas of relevance to EATA. 
The post will lead on the development and implementation of EATA’s communications strategy, with a focus to develop existing systems of communication, resources and increase the profile of EATA.

Accountabilities and Relationships
The post reports to the Chief Executive of EATA

The post will line manage the membership services officer

The post will work alongside the policy and development officer in building a programme of development and the Chief Executive in developing and implementing a communications strategy.

Key Responsibilities
· Manage the membership services officer post

· Proactively develop the communications aspect of EATA’s activities 

· To develop and deliver communication and consultation initiatives within EATA, to reach its members, partners and stakeholders

· Develop and maintain EATA’s website, ensuring content and e-forums are monitored and kept up to date

· Act as first point of call for all media enquires

· Write and produce written material and articles on behalf of EATA as required

· Draft articles for publication and dissemination

· To produce a quarterly briefing paper for EATA members

· To organise conferences, seminars and meetings on national and regional levels on behalf of EATA and in partnership with other organisations

· To plan, organise and coordinate regional and national activities including training for EATA members

· To represent EATA at events/meetings as appropriate

· Develop and maintain database of contacts

· Contribute to the general administration, well running and development of the organisation

· Effectively contribute to the constructive partnership work with partners, members and statutory sector service

· To support the policy post and develop communications tools to represent the treatment sector in forums and discussions with central government, including ministers where appropriate.

Communications and Development Manager
Person Specification
· At least two years experience working in appropriate roles that reflect the job description

· Ability to work with professionals and individuals from a wide range of disciplines

· A commitment to and an understanding of equal opportunity issues and the needs of disadvantaged groups in society

· Experience in the management of and/or maintenance of websites and other promotional materials

· Experience of conference and or event management

· Experience of  working in a small team where flexibility is important

· Administratively self supporting and computer literate

· Able to react to change and work under pressure, sometimes unsocial hours

· A pro-active approach to work and able to work independently and exercise judgement

· Able to attend to a variety of responsibilities and tasks concurrently and see projects through to closure

· Excellent communication skills, both written and oral, and the ability to convey complex information in an accessible form to a range of audiences 

· Developing and delivering, training and consultation events

Communications and Development Manager
Key Terms and Conditions

Title of Post: 

Communications and Development Manager
Accountable to: 
Chief Executive

Place of Work: 
Based at EATA offices, in Central London. However, due to the nature of the work there will be some requirement for travel which may occasionally involve staying overnight at regional locations

Working Week:
This is a full time position. 35 hours per week. Core office hours are from 10 am–5pm, however, the demands of this post require a flexible approach to both timing and duration of the working day.

Salary:

£33,000 circa subject to annual review

Annual Leave: 
25 days annual leave plus relevant public holidays

Pension: 
EATA will contribute 5% of salary to a recognised personal pension scheme of your choice subject to a matched contribution from the employee. This will be effective after probationary period.

Probationary 

The post is subject to a three month probationary period. 

and Notice Periods
During this period you are entitled to receive and are required to give, at least 2 weeks’ notice of termination, which must be in writing. After successful completion of the probationary period you are entitled to receive, and are required to give, at least one months’ notice of termination, which must be in writing.

Equal Opportunities:

EATA aims to be an equal opportunities employer and therefore selection will be based purely in the basis of ability to perform the duties of the position

