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Parish Centre, Cardinal Heenan Centre, 326 High Road, Ilford  Essex, IG1 1QP  

Tel 0208 553 3116, E-mail office@ech.org.uk, www.hidden-histories.org.uk

Eastside Community Heritage
Eastside Community Heritage has a long track record of working with diverse communities, and is proud to be an equal opportunity employer. We welcome applications from individuals regardless of their race, ethnicity, religion, gender, gender identity or expression, sexual orientation, national origin, disability, or age.
Job Description 

Digital Community Officer

Project: General 

JOB TITLE: Digital Community Officer

REPORTS TO: Deputy Director

RESPONSIBLE FOR: Volunteers

Salary: £22,500 – 24,500 PA including Outer London Weighting 

Holiday: 26 days PA (as per contract after 2 years increasing to 28 days)

Hours: 35 hours per week  

 About Us
Eastside Community Heritage seeks to build service and enable partnerships which record, document and preserve the experiences of different communities, through the provision of social, cultural, educational and historical activities. The East London People’s Archive, now Hidden-Histories Archive was established in 1999 and contains irreplaceable oral history recordings of approximately 4000.  The nature of the archive demands that recordings are held in good condition in perpetuity, and safeguarding against loss or damage is essential. 

The photograph/memorabilia, video and sound clips also form a large element of the archive and the photographs/images has grown to approximate 24,000 the earliest dating from 1898. 
Eastside Community Heritage seeks to build services and enable partnerships which record, document and preserve the experiences of different communities, through the provision of social, cultural, educational and historical activities.  
ECH has been working in east London for over 25 years, and during that time we have become one of the nation’s leading community heritage organisations. We established (with funding from the Heritage Lottery Fund) the  London People’s Archive now known as the Hidden-Histories Archive, which today contains over four thousand irreplaceable digitalised oral histories of Londoners. The photograph/memorabilia, video and sound clips also form a large element of the archive and the photographs/images has grown to approximate 24,000 the earliest dating from 1898. 
Our mission is to uncover the histories of people which would otherwise permanently be hidden from history; from working class communities, from the economically disadvantaged, from immigrant communities and from disabled people. It is these stories that Eastside has sought, discovered, recorded, exhibited and published, highlighting their historical significance. 
Eastside’s other work has included; ground-breaking inter-generational and inter-community work; development of volunteering programmes which often result in volunteers moving on to a career in heritage;
 ECH has a reputation for training young people in skills and knowledge that will help them to pursue careers in the heritage sector. In 2012 ECH become an accredited Cultural Heritage training centre, specialising in oral history, we have trained over 35 young graduates who have successfully achieved QCF level 3 in Cultural Heritage qualification, and many of these trainees are now in full time employment in the heritage sector.    
Personnel  

ECH is a small team delivering on average 6-8 community heritage projects a year and comprising of the Executive Director, Deputy Director and freelance staff.

 Purpose of post

To work on a variety of projects using digital outputs with community groups 

To create digital outputs from ECH vast collection including exhibitions, video, and podcasts 
To manage the digital relationships with communities and training communities groups in multi media and using ECH archive
Main responsibilities 

To develop ECH digital outputs using the vast oral history collection 
· To identify, develop and recruit participants for projects and engage them in ECH archive  
· To initiate, and design exhibitions, publications, videos and organise events and activities using ECH archives
· To work with communities to codesign digital outputs and training community groups in digital technology 
· To provide written monthly reports and other materials as required to the Executive Director and Eastside Board of Directors

· To work within budget requirements 

· To recruit and supervise volunteers and workers (freelance) engaged in specific activities

· To work occasional evenings and weekends in response to local needs

· To be familiar with and implement the organisations equal opportunities and health and safety policies

· To work in partnership with colleagues to develop and expand Eastside’s services, activities and programmes

· To undertake any other duties as may be reasonably required by the Eastside Board of Directors and the Executive Director    

Essential person specification:
· An interest in public history, along with an awareness of the importance of heritage for community engagement.
· Experience of producing digital outputs ie podcasts, exhibitions, publications , online training, and websites

· Experience in digital communication 

· Experience of using multimedia programmes to produce leaflets, newsletters, publications  
· Experience of working with children and young people in a variety of setting including schools on heritage and intergenerational projects
· Experience of delivering workshops to a variety of audiences with different needs
· Experience of using word processing,  design packages such as InDesign, Mailchimp, video and sound editing  

· Experience of exhibition design and using a range of multimedia equipment such  as video cameras 
· Experience of working with community groups/organisations

· Experience of producing publications/exhibitions or organising events
· Excellent interpersonal and communication skills, both written and verbal
· Knowledge of how to develop outputs to ensure engagement with target audiences in order to maximise effectiveness and reach

· Ability to use a range of social media platforms and populate websites
· Ability to work on own initiative and as part of a team
· Ability to communicate confidently and effectively with a range of people in person, in writing and online

· Ability to meet deadlines

· An undertaking and commitment to working creatively to promote equal opportunities.

Desirable:
· Knowledge of historical methodology
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