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Position:

Communications and Information Assistant 
Location:
Irish Heart Foundation, Ballsbridge
Reporting to:
Communications Manager & Information Manager

Job Type:

One year contract  (37 hours per week)

The IHF is one of Ireland’s leading charities, committed to the reduction of death and disability from heart disease and stroke. The Foundation’s mission is to lead in improving the cardiovascular health of people living in Ireland so they do not experience disability or die from preventable heart, stroke and other blood vessel diseases. 

Main Duties
Communication Duties:

· Provide general admin and communications support to the Communications manager 

· Day to day tasks will include:

· Maintenance of communications contacts on database
· Liaising with local media
· Distribution of press releases and photos to media
· Assisting with compilation of newsletters and ezines
· Proofing of materials with IHF branding
· Supporting IHF events and photocalls
· Liaising with patients for media interviews
· Maintenance of IHF calendar of events
· building list of website and intranet contacts
· Potential for involvement in online strategy – development of Facebook, youtube, etc

· Potential for writing press releases and other texts

Information Duties:

· Support in event organisation (administrative tasks, name badges, participants’ registration, mail outs, prepare info packs, arrange speakers’ travel and accommodation, maintain correspondence with conference participants, support in logistics, etc)
· Input information into the organisational database – ThankQ

· Provide reports from the database and other sources if required

· Compiling list of medical professionals – keeping up to date

· Dealing with information calls 

General  support

· Prepare, manage and update documents and mailing lists
· Minute taking at meetings

· Responsible for purchasing  administration  i.e PO numbers, placing orders etc

· General administration –filling, typing

· General support – answering phones

· Liaise with other departments and feedback information into departmental meetings
· Attend team meetings and undertake appropriate staff development and training opportunities as agreed with the line manager.

· Occasional Saturday and evening work

The above  is a guide to the nature of the work required. It is not wholly comprehensive or restrictive. This job description will be reviewed with the post holder annually or at significant points for the organisation

Conditions of Service

· A 37  hour week (8.30 am to 5.00pm Monday to Thursday, 8.30am to 4.30pm Friday) with some evenings and weekend working

· This post is offered initially as a one year contract and will be reviewed at the end of the contract

· There is an annual leave entitlement of 22 days (plus bank holidays)

· A group contributory pension scheme is operated by the Foundation 

· The appointment is subject to satisfactory work references

· A No Smoking policy is in operation and smoking is not permitted in the workplace.

Requirements

· Excellent communication skills both written and oral
· Excellent organisational skills

· Ability to communicate with people at all levels both within and outside the organisation

· Excellent computer skills with working knowledge of Word, PowerPoint and Excel – candidates may be tested on these skills
· An understanding of a relational databases would be an advantage

· Dynamism and flexibility
· Ability to show initiative and take responsibility

· Ability to  prioritise with good time management skills

· An interest in the IHF and its goals

· A  qualification in PR / Event Management is an advantage but not essential
To Apply 

Please send your CV with a covering letter explaining why you feel you may be suitable for the role to :
Valerie Ferguson, Human Resources Manager: vferguson@irishheart.ie. 

T: 01 6685001. 
CLOSING DATE FOR APPLICATIONS: Monday 29th March 2010 
The Irish Heart Foundation is an equal opportunities employer
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