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Communications Officer 
Person Specification

Part A: Application Stage

The following criteria (experience, skills and qualifications) will be used to short-list at the application stage:

Essential

	1. 
	Minimum 5 years experience in communications role

	2. 
	Experience of managing a social media strategy 

	3. 
	Excellent ICT skills and social media software

	4. 
	Ability to process and analyse information to produce good quality reports 

	5. 
	Effective written and oral communication skills and able to communicate at a level and in a professional manner appropriate to the situation.

	6. 
	Effective organisation and planning skills.

	7. 
	Ability to work on own initiative and respond effectively and professionally to difficult situations.

	8. 
	Data protection & GDPR knowledge

	9. 
	Flexible approach to work.

	10. 
	Good attendance record.

	11. 
	Experience of working to deadlines under pressure. 

	12. 
	Ability to prioritise.

	13. 
	Communicates enthusiasm and energy and a sense of humour.

	14. 
	The successful candidate will be expected to work closely with the management team and Board to support the Company’s strategic development.


Desirable

	1
	Experience of the charitable/voluntary/third sector.

	2
	Experience working/volunteering with people with learning difficulties.

	3
	Experience working within an arts activities-based organisation.

	4
	Experience in the design and production of accessible information.

	5
	Experience of fundraising and bids.


Part B: Assessment Stage

The following methods of assessment will be used:

	Method
	

	Application 
	Yes

	Interview
	Yes

	References 
	Yes


Part C: Additional Requirements

The following criteria must be judged as satisfactory when pre-employment checks are completed:

	1
	Enhanced Certificate of Disclosure from the Disclosure and Barring Service (DBS)

	2
	Additional criminal record checks if applicant has lived outside the UK

	3
	Two references from current and previous employers (or education establishment if applicant not in employment)


