VACANCY

Communications and Events Officer - Japan Society
Location: London
£18 - £20k depending on experience

The Japan Society is the leading independent body in the United Kingdom dedicated to the enhancement of the British-Japanese relationship in all its facets. With a history stretching back to 1891, its members are committed to promoting deep and lasting understanding between our two countries. In October 2007, the Society merged with Japan 21, an educational charity which supported and encouraged educational and grassroots activity relating to Japan. The educational programme complements our existing business-related, academic and cultural activities and enables us to provide opportunities for young people and adults alike to participate in projects and events across the UK.

The Japan Society has a full programme of events and activities for its members, both individual and corporate, about 50% of whom are Japanese. It also publishes annually its 'Proceedings', the bi-monthy 'Japan Society Review' and occasional other books. Within our schools programme, we have developed teaching resources, such as 'Ready Steady NihonGO!' and the KS1 & KS3 geography resources 'Changing Place, Changing People' and 'Japan Detectives', as well as providing support for school links and, through courses and resources, for Japan-related teaching in schools. 
We are seeking an adaptable, creative, computer literate male or female to join our team as Communications and Events Officer. As such, you will be involved in event planning as well as the promotion and marketing of the Society's activities as a whole through the website, email, print media and social networking sites. You will report to the Head of Communications and Events, and assist her in the development of our ongoing communications strategy and with the creation of the Society's forward events programme.
A flexible approach is essential as is a willingness to get involved in all aspects of the Society's work from development and planning through to marketing and implementation of projects. The post is ideal for someone who has an interest in Japan and wishes to develop their creative and technical skills. You will play an integral role within a small office team of six full-time and two part-time staff, and have the opportunity to contribute fully in the future development of the Japan Society. 

You will be highly computer literate, with experience of using Adobe Creative Suite as well as Microsoft Office etc and be competent in at least basic HTML. (Knowledge of other elements of web design such as CSS, JavaScript, Flash, PHP, SQL is useful but not essential.) You should have excellent communication skills in English, both written and spoken. Knowledge of Japanese is advantageous as our publications and website are bilingual. Candidates must be eligible to work in the UK.
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Applicants should send a CV and covering letter by email to Heidi Potter:  heidi.potter@japansociety.org.uk 
DEADLINE FOR APPLICATIONS:   Tuesday 3 January 2012
Interviews: Monday 9 & Tuesday 10 January 2012 

Start date: as soon as possible

Japan Society, Swire House, 59 Buckingham Gate, London SW1E 6AJ 
tel: 020 7828 6330 www.japansociety.org.uk

