
 
 

Job description for the role of 

Communications Officer 
 
Location: This role will be predominantly from home, but it will involve some travel for in-

person meetings and events (the frequency will depend on your role and will 
be in discussion with your line manager). 

Hours: 35 hours per week. We have flexible working practices and would be happy to 
discuss these with you. 

Contract: Permanent  
Salary: The starting salary for this role will be £34,084 (£37,584 where the role holder 

resides within the M25). 
 
At Power to Change, we have been backing community businesses to become more resilient 
and financially sustainable to have greater impact on their communities in the long term. We 
know the transformative effect that enterprising communities can have in their local areas. 
Since 2015, we’ve been backing, catalysing and growing community business in England. 
It’s grown to become an incredible movement of over 11,000 organisations, led by 
enterprising people, all trading for the benefit of their local area. 
 
We use our experience to bring partners together to fund, grow and back community 
business to make places thrive. We are curious and rigorous; we do, test and learn. And we 
are here to support community business, whatever the challenge. You will be working closely 
with other like-minded passionate professionals in our organisation to amplify the efforts of 
community businesses and put them at the heart of a fair economy.  
 
Deadline for applications: 5pm on Tuesday, 3rd October 2023 
How to apply: Email a CV and Covering Letter to Sheena Pentin at Careers 4 Change on 
sheena.pentin@careers4change.com 
 

 

We are an equal opportunities employer and welcome applications from all candidates 
irrespective of race, age, disability, gender, gender identity, sexual orientation, religion or 
belief, or marital or civil partnership status. We will assess all applications against the 
requirements for this post as detailed in the job description and person specification and 
ask for names and education history to be removed from applications.  
 

We are Disability Confident Committed, we welcome and respond positively to 
applications from disabled people. We will meet individual needs throughout the 
recruitment process, including making any appropriate reasonable adjustments during the 
interview stage and to our workplace if selected into post to support colleagues with any 
form of disability. If you meet the minimum requirements for the role and would like a 
guaranteed interview, please email james.sabala@powertochange.org.uk. You do not 
need to share any details about your disability at this stage. 
 

As a Mindful Employer we recognise that in the UK, people experiencing mental ill health 
continue to report stigma and discrimination. We are committed to creating a supportive 
and open culture, where colleagues are able to talk about mental health. We are also 
committed to ensuring that our employees feel safe in disclosing any mental health 
conditions and confident that they will be properly supported and offered reasonable 
adjustments when required. 
 

If you have any questions about how Power to Change is an equal opportunities employer 
please contact our Strategy and Culture Manager, James on 
james.sabala@powertochange.org.uk. 
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JOB DESCRIPTION  

Role title Communications Officer 

Reports to  Communications Manager 

Role purpose  This role works closely with our Communications Manager to amplify 
our key messages and expand our reach by creating engaging 
content, running digital campaigns, managing communication 
channels, and evaluating performance to ensure effective audience 
targeting. This role also fosters a culture of effective internal 
communication, supporting the implementation of strategies that 
engage and inform employees and promoting a culture of continuous 
learning. 

Role 
responsibilities  

Digital communications responsibilities 

• Create marketing and social media content including 
oversight and management of all social media channels, 
content ideas/production, campaign planning, scheduling 
content, and evaluation and reporting. 

• Produce and source content for our newsletter(s). 

• Provide oversight of our website including creation of new 
pages and content, updating the website in line with the latest 
best practice, and working with our web agency to implement 
fixes for bugs or creation of bespoke pages as needed.  

• Implement our messaging and content plans across all 
channels.  

• Support on the delivery of channel performance evaluation 
and KPIs. 

• Ensure that our communication channels are accessible, 
inclusive and reach a diverse range of audiences. 

 

Media/PR responsibilities 

• Work with the Communications Manager to secure positive 
coverage for community businesses and Power to Change in 
national, local, and sector media.   

• Use social listening to track online trends and dialogue 
relevant to the community business sector.  

• Support colleagues across the organisation to craft 
compelling blogs, op-eds, etc, to increase our influence. 

• Carry out media scanning and analysis to support the 
Communications Manager and Policy team colleagues with 
press coverage, ensuring that there is a good awareness of 
the external media environment and its relevance to Power to 
Change’s work. 

 

General communications responsibilities 

• Work with colleagues across the organisation to ensure 
effective use of our key messages and provide the systems, 
expertise, and oversight of our communications processes. 

• Provide advice and guidance to colleagues on managing 
responsive communications and reputational risks. 

• Manage the process for external queries, including the 
effective management of our organisational inboxes. 
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• Work closely with colleagues across the Policy and Insight 
team to ensure that our activities are both rooted in our 
evidence base and working towards overcoming the policy 
challenges that community businesses face. 

 

Internal communications responsibilities 

• Support with implementing our internal communication 
strategies and plans to effectively engage and inform 
employees. 

• Work with the Communications Manager to ensure our 
internal communications foster a culture of continuous 
learning. 

Organisation 
responsibilities 

• Embed and continue to review diversity, equity, and inclusion 
into our work.  

• Be an active and engaged colleague, taking part in support 
and learning activities.  

• Provide ad-hoc assistance to other team members as 
required. 

This job description is issued as a guideline to assist you in your 
duties, it is not exhaustive. Because of the evolving nature and 
changing demands of our work this job description may be subject to 
change. You may, on occasions, be required to undertake additional 
or other duties within the context of this job description. 

 

PERSON SPECIFICATION  

Skills and 
experience 

This role will need… 
 

Some knowledge of: 

• The community business sector, or the broader social 
economy sector 

• Communications and campaigns 

• Customer relationship management systems and 
content management systems (e.g. Mailchimp, 
WordPress), design tools (e.g. Canva, InDesign), 
project management tools (e.g. Asana, Trello, MS 
Office), and media monitoring systems. 

 

Some experience of: 

• Social media management 

• Direct marketing, i.e. newsletters  

• Website management 

• Content creation and digital campaigns 

• Use of social listening  

• Internal communications 
 

The ability to: 

• Tell a story, creating and delivering content that 
resonates with a wide range of stakeholders 

• Synthesise and communicate complex information 

• Convene diverse groups and facilitate discussions 

• Influence with written and verbal communication 

• Manage databases (e.g. SharePoint and Salesforce) 
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We apply our values to everything we do:  
 

• We are open: We will seek partners and allies beyond the community business 
sector to better help the community business model go mainstream, and will be open 
about our learnings as we test and discover new approaches to community-led 
resilient places. 

 

• We are bold: Our plans are ambitious, and we will continue to enter markets where 
we see community businesses could thrive, and boldly speak to decision makers 
alongside community businesses. 

 

• We are informed: We will continue to work closely with community businesses and 
be informed by their lived experience and needs. We will approach new challenges 
with fresh eyes and take an evidence-led approach before rolling out solutions. 

 

• We are collaborative: We will continue to work with existing partners and new ones, 
drawing on each other’s skills to achieve what we couldn’t do alone. 

 

• We are authentic: We will integrate the priorities that we have for community 
businesses into our own practice. We will aim to advance dignity, justice and 
belonging in our own organisation, become climate positive, actively embrace digital 
transformation, and continuously build our own capacities in many areas.  

 

Our benefits:  
 

• Pension with 5% company contribution and 4% employee contribution. 
 

• 25 days holiday plus 8 statutory holidays (pro-rata for part time roles). 
 

• Office closed between Christmas and New Year, and birthday leave. 
 

• Flexible hours and ways of working. 
 

• Wellbeing activity allowance, up to £250 a year. 
 

• Health Shield Cash Plan, covering out of pocket NHS costs and an Employee 
Assistance Helpline. 

 

• Life insurance through Canada Life, covering 2x annual salary. 
 

• Generous maternity, adoption, paternity and shared parental leave and pay. 


