[bookmark: _Toc121729759]Campaigns Executive (Data and Training)

Salary: Band 3 (£19,047 – 25,687).  Appointment is ordinarily at the starting point of the scale.

Key Objectives
The post aims to provide coordination, development and leadership to all of the Party’s Campaigning Organisation.

Main Responsibilities
The main responsibility of the appointee will be to develop the Party as a campaigning organisation, specifically in the use of data and provision of training.
The duties will include:
· To maintain and promote the party’s national database of electors
· To support local users of the national database
· Preparing and delivering a training plan to ensure the development of skills of Party members
· To attend and administer meetings of the party’s campaign committee 
· Any other such reasonable duties as the Head of Campaigns may direct from time to time

Skills and experience - Essential
· Excellent IT skills to include Microsoft Excel to advanced level, csv files and general databases
· Experience of providing training and user support
· Good organisational and time management skills
· The ability to input data to a very high degree of accuracy
· An ability to multi-task and to prioritise work effectively 
· Support for the aims and principles of Plaid Cymru
· The ability to work in a manner which accords with the promotion of equal opportunities

Skills and experience - Desirable
· The confidence and ability to generate new ideas and to develop ideas
· Experience of working with volunteers
· Knowledge and understanding of the political context of Wales and Plaid Cymru
· Knowledge of VBA programming
· Knowledge of Moodle learning management system


Responsible to
The appointee will be responsible to the Head of Campaigns.

Location
The Campaigns Executive will be primarily be based at the Headquarters of the National Campaigns Unit of Plaid Cymru – the Party of Wales. On occasion you may be required to work from another of the party’s regional offices.

Working hours
Although working hours are defined formally in the contract of employment, it is noted that one result of working extensively with volunteers is the need for flexibility in working hours, which may often involve evening or weekend work.

Terms and Conditions
[bookmark: _Toc121729760]The post is offered on a permanent contract, subject to completing satisfactorily a six-month probationary period. Following probation, the post is subject to annual appraisal.  The post carries with it an annual holiday entitlement of 28 days to be taken at times agreed in advance with the Head of Campaigns.
[bookmark: _Toc121729761]The post carries a 10% pension contribution. Further details regarding terms and conditions are contained within the contract of employment and the contract should be read in conjunction with the job description.

How to apply
[bookmark: _GoBack]Send your completed application form to Geraint Day geraintday@plaid.cymru, to arrive no later than 23:59 on 15 March 2019, or by post to Tŷ Gwynfor, Llys Anson, Atlantic Wharf, Cardiff, CF10 4AL. 

