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Job title:

Communications Assistant
Salary:

£17k - £21k (depending on experience)
Responsible to:
Communications Manager

Contract:

37.5 hours per week. 2 year fixed term contact
Principle responsibilities:
· Administrative support for the Communications Manager and Communications team. 
· Providing assistance with events logistics; arranging internal and external events at the NLGN offices; on-the-day support; liaison with venues, organising catering; arranging delegate packs.
· Providing support to the Communications Officer, including website maintenance and typesetting (training will be provided).
· Maintaining events and contacts databases.
· Preparing mailings, labels, packing and posting / mail distribution 
· General office administration
Person specification
Essential
· Good organisational skills and ability to work on a number of projects at once.

· Experience with database IT packages such as Excel.

· Good verbal and written communication skills. 

Desirable:
· Experience of administration work. 

· Experience of supporting an events team.

· Experience of website maintenance. 

· Experience of typesetting and/or desk-top publishing. 

· Interest in public policy and politics. 

Conditions

The salary package includes a contribution towards a personal pension plan and 25 days annual leave. The post is based at the NLGN office in London Bridge, London. 
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