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Shaw Trust is a national organisation whose aim is to enable disabled and disadvantaged people to achieve their potential in work opportunities.

JOB DESCRIPTION
COMMUNITY MARKETING DISTRIBUTER

Community marketing is a key activity in marketing our Employment services to the general public.  It has been recognised that a consistent flow of marketing literature to key community drop off points is a vital part of any marketing campaign.

MAIN PURPOSE

The Community Marketing Distribution role will ensure that Shaw Trust literature is visible in key concentrated areas of the community and that distribution is carried out on a regular and targeted way.  Marketing will supply lists of key drop off sites within each community area as a guide.  The lists will be developed and updated by the CMD on a monthly basis.

DUTIES
1. to supply key community points (identified by Marketing) with Shaw Trust Employment literature

2. to maintain regular (weekly/monthly) contact with key community points and ensure that supplies of Shaw Trust literature are ‘topped up’ and visible

3. to maintain and update records indicating where and when Shaw Trust Employment literature was distributed to community points

4. to work together as part of a team to plan effective daily leaflet distribution routes

5. to inform Marketing of potential new sites, ensure these are supplied with literature and update records

6. to act as Shaw Trust ‘community ambassadors’ to enable a flow of information / feedback on our service. 
7. To participate in training and undertake appropriate learning and development, as identified through regular appraisal and reviews with line manager.

8. To undertake other duties and responsibilities as required.

Confidentiality

The post holder must maintain the confidentiality of information about clients, staff and other Trust business.  The work is of a confidential nature and information gained must not be communicated to other persons except in the recognised course of duty.  The post holder must meet the requirements of the Data Protection Act at all times.

Safeguarding
It is the responsibility of all employees to make the working environment safe and secure for all. Everyone must adhere to the 5 Rs in relation to possible abuse: Recognition, Response, Reporting, Recording and Referral. The Trust can only ensure its dedication to the protection of vulnerable people with the full cooperation of its employees.” 

Health and Safety

Employees must comply with the provisions of ‘The Health and Safety at Work Act 1974’ and must take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts of omissions whilst at work.  Employees are also required to co-operate with their employer to enable them to perform or comply with any statutory provisions.  The Trust’s efforts to promote a safe and healthy working environment can only succeed with the full co-operation of its employees.

Equality & Diversity

The Trust has an Equality and Diversity Policy and it is the responsibility of all staff to comply with this.  The key responsibilities for staff under this Policy are set out in the Trust Code of Conduct.

Flexibility

This job description is intended to provide a broad outline of the main duties and responsibilities only.  The post holder will need to be flexible in developing the role in conjunction with the line manager.  The post holder may be asked to carry out any other delegated duty or task that is in line with their post.

The role will require travel throughout the district and candidates should have their own transport. 

CMDs will be employed by Shaw Trust on a Permitted Work basis.  They will still carry out Job Search activity to reach their preferred job outcome.
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