				
[bookmark: _Hlk240881860][image: https://www.fbu.org.uk/sites/default/files/images/news/featured/FBU%20Logo%20%28hi-res%2C%20300%20DPI%29_1.jpg]


Job Description – Content Editor

Reports To:  Communications and Campaigns Manager
Location:  London Head Office with some travel and working away from home, which may include occasional weekends.

General Scope and Purpose of Role
To produce FBU content and publications that deliver effective communication and messaging, ensuring that coverage reflects the diversity of the membership. Production of the Firefighter magazine, FBU newsletters and other member content, and gathering members’ stories for use in internal and external communications. The job holder will build and maintain good relationships  with freelancers, stakeholders  and will develop a consistent an FBU focused editorial voice across all print and internal communications.

Duties and Responsibilities

1. Responsible for the production of the bi-monthly members’ Firefighter magazine. Generate features, news, front cover and other image ideas to highlight copy. Ensure all copy and images are with the publication’s designers and printers on time, that all copy is proofread and that any artwork meets the magazine’s print and design specifications. Main point of contact with magazine’s printers, supplying print info and mailing data.

2. Review the magazine’s format and content mix periodically, reporting findings and recommendations to management.

3. Source, research, and write news stories, features, members’ stories and interviews.

4. Commission and edit contributions from freelance writers, members, and officials. Commission photographers for the magazine(s) and other communications and campaign projects. 

5. Maintain an organised archive of published content, photography recordings and videos.

6. Produce regular member newsletters, and other internal communications as and when needed, ensuring they are timely, relevant, and readable.

7. Build and maintain a network of contacts across branches and regions, and with freelance journalists and photographers.

8. Work with comms team and others to translate policy and campaign material into engaging member copy.

9. Assist in the creation and production of promotional materials for national and regional officials and events, as and when required.

10. Travel to events, workplaces, and conferences to gather member stories and case studies.

11. Report on campaign activity, workplace wins, and the human impact of the FBU’s work.

12. Sub-edit, proofread, and fact-check all content to a high standard.

13. Ensure all content aligns with the organisation’s values, tone, and messaging, and that it reflects the diversity of the membership.

14. Maintain and update the house style guide.

15. Oversee distribution lists and ensure copies reach members accurately.

16. Monitor member feedback and make recommendations for improvement.

17. Contribute to the general work of the Communications Department and office as a whole, carrying out other duties as may be required.

Person Specification 
Essential Requirements
 NCTJ accreditation or Graduate with a relevant degree in journalism
 At least three years’ experience working in a journalistic/comms role in a similar stakeholder and/or member focused organisation.
 Well-honed magazine and copywriting skills and experience
 Excellent Communication skills both oral and written
 Experience of developing and implementing successful media and/or public relations campaigns
 Good teamwork and organisational skills
 Demonstrable ability in the use of Microsoft Word, Outlook, Excel to basic level
 Good understanding of front end website management.
 This role requires excellent communications, organisational and team working abilities and a flexible approach.  

Desirable Requirements
· Design skills and experience with layout using In-Design/Publisher or related software
· Shorthand
· Previous experience being responsible for editing an inhouse, trade or commercial magazine 

Organisational and Professional Responsibilities

1. To provide support to the Union during its campaigns and/or conferences as required.

1. Establish good working relationships with the team, staff, Executive Council members and Officials across the union as a whole.

1. To undertake any training, and/or other duties as appropriate that are commensurate with the post as may be determined from time to time by the Communications and Campaigns Manager.

1. Develop and maintain the range of skills appropriate to the post and to keep up-to-date with good practice, publications and issues relating to your area of work or the union as a whole.

1. Comply with procedures and legislation concerning confidentiality and the General Data Protection Regulations (GDPR.

1. Fulfil the requirements of, and actively promote, the Equal Opportunities Policy and procedures. Implement good principles and practices within the context of the job, daily, and challenge any discriminatory practices or behaviour.

1. Avoid any action or behaviour which may conflict in any way with the work and services provided by the FBU, or which may bring it into disrepute.

1. Carry out your role and represent the FBU in a professional manner by adhering to relevant best practice, policies and guidelines. This applies to the discharge of duties as well as when dealing with colleagues, members of the public and relevant stakeholders. If in doubt with regards to best practice, then advice should be sought from the Line Manager, or HR Department

1. Treat all persons with dignity and respect irrespective of colour, race, ethnic or national origin, sex, marriage or civil partnership status, pregnancy or maternity leave, gender reassignment, sexual orientation, disability, age, religion or belief or other potentially unique attributes of the individual. For further clarification please speak to the HR Department.

1. Participate in regular formal supervision and line management as agreed with the relevant person, or delegated personnel (Departmental Manager).

1. Develop and maintain appropriate boundaries of confidentiality in relation to employees, elected officials and any other person(s) that may be concerned with the union’s business.
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