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PART-TIME VACANCY 

SOCIAL MEDIA AND ADMINISTRATIVE ASSISTANT 
 

General description:   
SCoJeC is seeking a Social Media and Administrative Assistant.   We are looking for someone 
with links in the Jewish community and experience in social media and print marketing.  
Hours: 
The standard hours will be 4 hours a week, but additional hours may be required depending on 
pressures of business. 
Location:   
The postholder can be based in SCoJeC's Giffnock office, or home-based as long as he/she is able 
to make at least monthly face to face meetings in Giffnock. 
Remuneration: 
The hourly rate will be suitable for an administrative post, and is subject to negotiation with the 
successful applicant.  Additional hours will be paid for at the same rate as standard hours. 
 
Details of role: 
Working closely with our Projects and Outreach manager: 

 To recruit participants for our volunteer training programme; 

 To set up and publicise a series of outreach events (up to 10 events a year); 

 To cover admin duties for SCoJeC as required. 
 
Our volunteer training programme involves 12 hours in total of accredited face to face training 
for people who are interested in carrying out education sessions on the Jewish religion and the 
Jewish people on a voluntary basis.  We require to recruit 8 participants who are willing to 
commit to the time involved to gain the accreditation.  The role will also involve booking the 
venue and arranging accommodation, travel and catering as required. 
 
Tasks for the outreach events, such as ceilidhs, film nights, speaker meetings and food, which 
take place anywhere throughout Scotland, will include: 

- booking venues 
- writing contracts for freelancers 
- commissioning adverts in print media 
- designing posters (or commissioning poster design) 
- distributing print and electronic posters to appropriate places 
- creative use of social media to reach out to new audiences 
- websearch to find and use local 'what's on in [place]' websites to ensure that our events 

get good local coverage 
- ordering and arranging the transportation of kosher food 
- updating SCoJeC's mailing lists 
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- drafting newsletters for circulation to our own mailing lists 
- involvement in SCoJeC's (currently little-used) online discussion forum and monthly 

'webinars' as appropriate 
  
Essential characteristics/skills/experience: 

 Good organisational and time management skills 

 Experience in social media 

 Experience in event organising and marketing 

 Links to the Scottish Jewish community 

 Flexible 

 Excellent communications skills 
  
Desirable characteristics/skills/experience: 

 Persuasive writing skills 

 Graphic design skills 

 Knowledge of the Scottish Jewish community 

 Ability to communicate in written and spoken Hebrew (to Israelis) 
 
How to apply: 
 
Applications should be submitted by email to fiona@scojec.org by Friday 14 October 2016. 
Applications should state how the candidate’s knowledge and experience match the essential 
and desirable characteristics, skills and experience set out above. The applicant’s full name, 
postal address and a telephone contact number should also be given.  The candidate should give 
the names and contact details of 2 referees.   
 
Selection process: 
 
Any short-listed candidates will be interviewed by Fiona Frank, Outreach and Development 
Officer, and by one of SCoJeC’s Executive officers. 
 
Any applicant who does not hold British citizenship will be required to provide evidence 
(passport and, if relevant, visa) of his or her right to work in the UK. 
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