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Temporary Schools Marketing Officer
	Volunteer Role:
	Schools Marketing Officer (Coffin Fitting Works School outreach pilot)

	Responsible to:
	Development Officer 

	Hours and time frame:
	10-15 hours in August 2012

5 hours in September 2012 initially

	Location/workspace/
equipment:
	BCT Offices – Lancaster House, Queensway, Birmingham 

	Purpose:
	To promote the pilot schools outreach programme which launches in September 2012

	Responsibilities:
	· To email 50-100 schools individually with an E-version of marketing leaflet

· To set up and populate a database of school email addresses (key stage 3-4) across Birmingham, complying with the data protection act requirements

· To print finalised marketing flyer (500), fold and attach to postcards ready for distribution

· To research on-line forums to promote new schools programme

· To keep an accurate record of your volunteer hours and submit a timesheet

	Skills/qualities required:
	· Attention to detail

· Some experience of Excel spreadsheets

· Computer and email literate

· Organisational skills

	Support/training provided:
	· Support of Development Officer 

· Basic Excel training 

·  ‘Out of pocket’ expenses 

· Additional relevant training as identified

	What Birmingham Conservation Trust expects from volunteers:
	· Maintain good working relationships with staff, other volunteers and members of the public

· Attend appropriate training and learn about the work of Birmingham Conservation Trust

· Promote understanding and enjoyment of Birmingham’s built heritage

· Be reliable in delivering tasks identified

· Observe organisational policy and procedures

· Protect BCT property from theft, damage or loss, within the limit of their responsibilities

· To safeguard confidential information about BCT and refer any controversial matters relating to the work of BCT to their manager


