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Job Title:   Digital Assistant 

Report to:   CEO 

Based:   Initially based in Middle River Industrial Estate moving  
    to new premises in central Douglas in March 2022 
 

Hours We will consider applications from people who are 

looking for full time, part time or term time working. 

Standard hours are 35 hours per week 

Job Purpose 

Junior Achievement is a Manx registered charity that helps young people make the 

connection between education and the world of work. 

A bit about the role 

This is a newly created post and the focus will be to help the charity move forward 

with everything digital. It is an exciting time to be joining the organisation as we 

develop a new five year strategy.  

We are looking for someone who will grow and develop into the role whilst at the 

same time do their best to make sure the charity stays relevant and up to date.  

We currently use a wide variety of platforms, which include Survey Monkey, 

Volunteer database, Canva, Social media platforms, You Tube and the JA website. 

Over the next 12 months, we hope to introduce a learning platform and a new 

website. 

A bit about you 

You will be the type of person that: 

 enjoys working as part of a small team but also confident to work 
independently 

 has a genuine interest in digital communications and in developing 
innovative, exciting content  

 likes a challenge and is resilient  

 is a creative individual and ideas person 

 genuinely wants to be involved in the work of the charity and helping young 
people to get a job or start their own business 

 

 

mailto:enquiries@jaiom.im
http://www.jaiom.im/


 

Junior Achievement Isle of Man 
Suite 2, Peterson House, Middle River Industrial Estate, Douglas IM2 1AL 

(t) 01624 666266 (e) enquiries@jaiom.im (w) www.jaiom.im  
 

A Manx Registered Charity No 665 Incorporated in the Isle of Man as a Company Limited by Guarantee (No 073989C) 

 

 

Responsibilities and Duties 

This is not a complete list, and you will be expected to show flexibility and assist with 

day-to-day administration processes and operations 

 Help to develop, create and maintain content for a new distance learning 

platform 

 assist with the collection of data to produce colourful and eye catching reports 

to send to our supporters 

 Help create a new website for the charity and to be responsible for keeping 
the content relevant and up to date 

 Act as a contact point for our IT providers 

 Become a super user of Troy database and help the JA team use it to its 

maximum potential 

 Use your creative skills to write content, maintain and improve our posts on 
social media platforms 

 Use Canva or a similar design package to create videos and generate images 

 Maintain an image library  

 Help with the promotion and registration for key events 

 May be required to work outside of normal hours on the odd occasion to help 

with events or promoting the work of the charity 

Qualifications  

 2 years in a similar role or a relevant degree such as Business Studies, 

English, IT, Marketing or Graphic Design 

Knowledge and Skills 

 Confident in using MS Office and digital applications 

 A keen eye for detail, great time management skills and a passion for learning 

 Previous experience of managing social media accounts 

 Excellent problem solving and technical troubleshooting skills 

 Organised & patient with the ability to multitask effectively 

 Good verbal and written communication skills in English 

 Strong team player, collaborative with a can do attitude 

 Good copywriting skills with first class grammar and spelling 

 A driving licence and use of a car is preferred  
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Salary and Benefits 

 35 days paid holiday (includes 10 bank holidays) 

 1 extra day holiday for your birthday after you have been with JA for 3 years 

 The charity will pay for a parking space in central Douglas 

 An opportunity to constantly learn and expand your knowledge 

 Attend JA conferences & events 

 Staff night out every quarter 

 Petrol allowance 

 Creative working environment 

Other 

 Hold Manx worker status (not require a work permit) 

 Complete satisfactory vetting process, including an enhanced DBS 

(Disclosure and Barring Service) check  

How to apply 

Closing date for applications is Friday 7th January 2022 

Please send an email explaining why you think you would be suitable for this post, 

along with your CV and salary expectation to Sue Cook, CEO suecook@jaiom.im  
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