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Safeguarding Policy statement 

At Works4u, we are committed to the safeguarding and protection of children and young people in our work. We will do everything possible to ensure that only those who are suitable to work with children are recruited to work for us. This post is subject to a range of vetting checks. 
In the process of recruitment, selection and appointment Works4u implement a range of procedures and actions including Police/Enhanced DBS Checks to ensure children and vulnerable people are safeguarded and abuse is prevented.


Content Creator & Data Input Assistant

We are seeking a hardworking and reliable person  to join our team. This role is vital in ensuring the smooth operation of our business, showcasing our students development and growing community partnerships 


About the Role:
We’re seeking a Content Creator & Data Input Assistant to support both our marketing and administration functions. This is a varied and rewarding role for someone who is both creative and detail orientated.

Key Responsibilities:

Content Creation & Marketing:
· Manage and create engaging content for Works4U and its linked businesses’ social media platforms.
· Develop promotional materials, adverts, and digital campaigns to enhance brand awareness.
· Liaise with local businesses, community partners, and news outlets to promote events, success stories, and opportunities.
· Capture and edit photos and videos of events, projects, and learner achievements.
· Assist with website updates, blog posts, and general online presence.

Administration & Data Input:
· Support the administration team with accurate data entry across internal systems.
· Maintain and update records within the organisation’s MIS (Management Information System).
· Assist with website management tasks and digital filing.
· Provide general administrative support as required.




Essential Attributes - 
· Has strong communication skills.
· Is confident using social media platforms (Facebook, Instagram, LinkedIn, TikTok, etc.).
· Has good attention to detail and can manage multiple tasks efficiently.
· Has basic experience with data input, spreadsheets, or MIS systems (training provided).
· Has a proactive attitude and interest in community engagement and digital marketing.

Desirable Skills (not essential):
· Experience in Canva, Adobe, or similar content creation tools.
· Knowledge of website management (WordPress or similar).
· Photography or video editing skills.


Additional information  – 

· Salary and Working hours to be agreed 



· To apply – please send your CV, completed application form and 2 references to Jademulholland@normanmackie.com 

*Please note - applications missing any of the required documents will not be processed.
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