Rightsnet recruitment 2009 – Job Description

Post:


Writer/editor

Salary:

P01 

Hours:

35 per week

Reporting to:
Rightsnet Editorial Director


Main Duties – 

1.
Strategic development –

To - 

1.1 Participate in the planning and development of the service.
1.2 Promote and market ‘rightsnet’ and ‘review’ in conjunction with the Editorial Director and Lasa's Marketing and Business Development Manager.
2.
Service delivery and quality assurance – 

To - 

2.1 Be responsible for the maintenance and development of rightsnet, including – 

- researching and writing accessible, accurate, up-to-date content on welfare benefit and tax credit issues; and
- the administration and moderation of the discussion forum.
2.2 Participate in the development of the service into other areas of social welfare law.
2.3 Respond to queries from service users.
2.4 Encourage and facilitate the use of the service by advisers and related professionals
2.5 Work with teams across Lasa in relation to their presence on rightsnet.

2.6 Work with Lasa’s central service and finance teams to contribute to the effective administration of user subscriptions and job vacancy submissions.
2.7 Be responsible for developing and writing content for, and the production of, Lasa's bi-monthly welfare rights publication ‘review’.
2.8 Work with the Editorial Director to ensure the delivery of a quality service, including the use of effective evaluation and monitoring systems.
2.9 Maintain an interest in how information technology developments can assist in the delivery of advice services.
3.
To contribute to Lasa's aims and objectives –

To - 

3.1 Work with the Editorial Director to ensure the service's contribution to Lasa’s strategic planning process.
3.2 Work with the Editorial Director to ensure relevant grant conditions and income generation targets are met.
4.
Other duties –

To - 

4.1 Work within the provisions of Lasa policies, including abiding by and implementing Lasa’s Equal Opportunities Policy.
4.2 Participate in team meetings and contribute to Lasa-wide activities as appropriate.
4.3 Carry out any other duties appropriate to the post as agreed with the Editorial Director.
