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	Role:  Communications Coordinator


Location of Employment

63-66 Amiens Street, Dublin 1 

Job Title



Communications Coordinator (Code: Comm)
Reporting to



Director of Operations
Salary 



€34,437 - €46,274

(Please note maximum point for recruitment is €40,893)

Contract



Full Time, Permanent 

Probation 



6 months

Hours




35 Hours

Leave




22 days (plus 3 designated days at Christmas

and Good Friday)

Clúid Housing Association is a leading provider of social Housing in Ireland. We currently manage over 4,600 homes across the country, with Regional bases in Dublin, Cork and Galway. Underpinned by a strong social purpose, we aim to deliver high quality, professional Housing Development and Management Services. This is a fantastic opportunity to join a vibrant company recently voted a Great Place to Work® 2011.

Applications are now invited for the position of Communications Coordinator. 

	Role:  Communications Coordinator

	Role Overview: The Communications Coordinator will build the profile of the association.  They will work closely with the management team to ensure alignment of communications with policy.  The post holder will liaise with the operating centres so that the work undertaken by the Association is communicated positively to the general public.  They will build relationships with key stakeholders and be aware of emerging business trends as well as organising promotional events to profile positively the work of the Association.


	Key responsibilities


Any other duties which are consistent with your role.

	


	Key competencies required in the role

	· Commitment

· Customer Care

· Communicating and Influencing 

· Flexible and Effective 

· Innovation & Change 

· Leadership 

· Team Work


	Key Skills
	Essential
	Desirable

	Candidates will be shortlisted on the basis of illustrating in their application that they fulfil the following criteria. Examples that demonstrate the ability to fulfil the criteria should be included as well as the above competencies.

	Education/ Qualifications:
	Essential
	Desirable

	· Educated to Degree Level in communications, journalism, public relations or marketing. (or similar)
	(
	

	· Willingness to undertake professional development
	
	(

	Knowledge/skills:
	
	

	· Superior writing and oral communication skills
	(
	

	· Strong editing skills and attention to detail
	(
	

	· Diary Management 
	(
	

	· Ability to monitor effectiveness of Communications activity and to present appropriate recommendations for improvement 
	(
	

	· To plan and organise at organisation and personal level
	(
	

	· Financial control and budget management skills
	(
	

	· I.T skills to intermediate level
	(
	

	· Basic design/layout experience (Adobe Photoshop, Adobe InDesign, Microsoft Publisher)
	(
	

	· Ability to work as part of a team
	(
	

	· Presentation Skills
	(
	

	· Influencing and negotiation skills
	(
	

	· Ability to set, satisfy and exceed targets
	(
	

	· Project management experience
	
	(

	Experience:
	(
	

	· 3 to 4 Year’s experience in a communications role
	(
	

	· Proven examples of ability to meet deadlines
	(
	

	· Proven examples of resolving difficult situations
	(
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