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Role Description

	Role Title
	Volunteer Graphic Design and Web Administration Assistant

	Department
	CAIS

	Base Location
	24 Trinity Square, Llandudno LL30 2RH

	Hours of Working
	Flexible


	Accountable To
	Marketing and PR Officer

	Reports To
	Marketing and PR Officer


	Role Purpose:
· To assist the Marketing and Public Relations Officer in graphic design and web administration



	Main Duties and Responsibilities:
· To assist the Marketing and PR Officer in the design and development of marketing materials and collateral for use in print, online and on social media as directed
· To assist the Marketing and PR Officer in the management and maintenance of the CAIS website and social media channels, including event listings, news posts and other content creation as directed



	General:
· Experience of Adobe InDesign, Photoshop and Illustrator (essential) and Django web interface (desirable)
· Experience in the field of graphic design, web administration and/or social media
· To work well as part of a team but also be able to use own initiative
· Good communication skills – particularly written communication
· Good written Welsh an advantage

· Comfortable interacting with people from all walks of life
· To have a good understanding of the importance of confidentiality
· Basic understanding of substance misuse issues



	Professional:
· To participate in the CAIS core training

· To attend regular supervisions

· To operate within and observe CAIS policies and procedures



This Role Description provides a framework in which duties may be carried out.
Prepared By: ……………………………………..  
Date:

Reviewed By: …………………………………….   
Date:

Agreed By: ……………………………………….   
Date: 
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