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The role

Key information
Hours:
Full-time (35 hours per week,
including occasional evening
and weekend working around
events)
Salary:
Band 6 (£29,237 - £32,315)*
*The starting salary for this role
is £29,237 with the opportunity
to progress based on annually
reviewed performance
Notice period:
Two months
Probation period:
6 months
Place of work:
178-180 Edgware Road,
London, W2 2DS
Reports to:
Head of Communications

About the role
Thank you for taking an interest in applying
for this role at Imperial Health Charity.
We’re looking for a thoughtful, creative and
enthusiastic Communications Officer to join
our team. In this varied and versatile role, you’ll
work as part of the communications team
to raise the charity’s profile and celebrate its
positive impact for patients and NHS staff.
You’ll also work closely with the charity’s grants,
arts, volunteering and fundraising teams to
promote key activities.
You’ll play an active role in ensuring the team’s
aims and objectives are met, using a range
of communications approaches including
internal comms, digital marketing and public
relations.
You’ll also work collaboratively with our partner
NHS Trust’s communications team on a dayto-day basis. This will include building close
links with members of the team in order
to utilise the Trust’s internal channels and
build engagement with its staff and external
stakeholders.
You’ll take the lead in creating written,
photographic and video content for a range
of communication channels. This will include
updating the charity’s website, co-ordinating
social media content and producing printed
and digital marketing materials, as well as
supporting other charity teams with events
and activities as required.
Finally, you’ll support the wider team by
representing the charity at events, monitoring
and evaluating performance, gathering
feedback from surveys and helping to measure
the impact of our work.
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Main duties
The main duties and responsibilities of this role will include the follwing:
1. Content
•

Create a range of written and photographic content for the charity’s website and newsletters,
ensuring that projects and events across the charity’s grants, arts, volunteering and
fundraising programmes receive appropriate promotional support.

•

Work with other charity teams to identify, research and write positive news stories emerging
from the charity’s work for use across a range of communication channels.

•

Prepare content for press releases and media resources, including copy, photographs, video
clips and any other associated materials that may be supplied to journalists.

•

Play an active role in the design and production of a range of marketing materials, including
reports, newsletters, leaflets, posters, banners, stationery, clothing and any other materials
that may be required to promote the charity’s work.

2. Digital communications
•

Prepare and publish content for the charity’s social media channels, responding promptly to
messages and scheduling posts in line with agreed key messages.

•

Plan and prepare content for the charity’s regular email communications to NHS staff and
external supporters, using digital marketing tools to analyse and evaluate performance.

•

Maximise website visitor numbers by creating promotional content for the charity’s Google
Ads campaigns and optimising web copy for search engine optimisation.

•

Create video content using basic production and editing tools for use across the charity’s
communication channels.

•

Play an active role in the evaluation of communications work, including media monitoring,
digital performance and website analytics, and preparing reports for the Head of
Communications.

3. NHS staff engagement
•

Help to raise the profile of the charity among NHS staff at our hospitals, working closely with
the Imperial College Healthcare NHS Trust’s communications team to maximise exposure
opportunities, including appropriate recognition for healthcare projects funded by the charity.

•

Act as a champion for the charity’s work by attending regular events and assist in delivering
internal engagement opportunities, including the annual NHS birthday ‘Big Tea’ campaign
and the Trust’s annual staff recognition events.
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•

Review and update charity content for the Trust’s communication channels, including the
internal intranet and digital signage screens.

•

Collect feedback from NHS staff through surveys, questionnaires and interviews to help the
charity analyse and evaluate the impact of its work.

4. Internal communications
•

Safeguard the charity’s brand and visual identity, ensuring all charity staff respect and follow
the brand guidelines and providing relevant support to other teams as and when queries
arise.

•

Proof-read and fact check content in advance of publication, with an understanding of the
need to safeguard the charity’s brand guidelines.

•

Provide basic administrative support to assist with organising departmental meetings,
including preparing agendas and circulating action points.

•

Update colleagues on the team’s recent activities and achievements through the charity’s
internal communication platform, ‘Workplace’.

•

Take an active part in team meetings, contributing agenda items and undertaking assigned
actions as required.

5. General duties
•

Maintain accurate records for stakeholders, including communication history, adhering to our
data protection obligations and records management principles.

•

Take an active part in department and whole charity team meetings, contributing agenda
items and undertaking assigned actions as required.

•

Take an active part in and collaborate with colleagues across the charity’s work, bringing your
own experience and perspective so that we harness the value of our shared contributions.

•

Participate in regular supervision, objective-setting/monitoring and actively engage in your
own job-related development throughout the year.

•

Champion the charity’s Code of Behaviour and act as a role model, ensuring that our safeguarding and other key policies and procedures are adhered to at all times so as to protect
the people we work with and our reputation.

A job description does not constitute a ‘term and condition of employment’. It is provided only
as a guide to assist the employee in the performance of their job. The charity is a fastmoving
organisation and therefore changes in duties may be necessary from time to time. The job description is not intended to be an inflexible or finite list of tasks and may be varied from time to
time after consultation/discussion with the post holder.
Personal development
Your line manager will agree annual objectives and a personal development plan, which will
include training as an essential element of the role.
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The person
We’re looking for an enthusiastic and motivated Communications Officer to join our team. To
succeed in the role, we will expect you to have a mix of the following experience, skills and
personal qualities.

1. Previous experience
Essential
•

You will have relevant experience in a related role, such as communications, marketing, public
relations, journalism and/or other media professions.

•

You will have relevant experience of producing written copy for a wide range of audiences.

•

You will have relevant experience of using and managing social media accounts in a
professional context.

•

You will have relevant experience of using email marketing tools, such as Mailchimp.

•

You will have relevant experience using databases and/or CRMs to maintain accurate records.

•

You will have a basic understanding of performance evaluation tools, such as Google
Analytics.

•

You will be able to demonstrate evidence of recent continuous professional development.

Desirable
•

You may have experience working in the health or charity sectors.

•

You may have experience of conducting interviews with people from a variety of backgrounds
and professions.

•

You may have a qualification in shorthand or other relevant journalism/PR/media skills
training.

2. Skills, knowledge and ability
Essential
•

You will have excellent writing skills, with an eye for detail and strong punctuation and
grammar.

•

You will have excellent listening skills, with the ability to absorb information and identify
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potential stories.
•

You will have the ability to translate scientific and medical jargon into everyday language for a
public audience.

•

You will have an awareness of the need to adapt tone and style when preparing content for
different audiences and platforms.

•

You will have a good understanding of the importance of accuracy, with the ability to factcheck and proof-read written material.

•

You will have the ability to use technology in all aspects of your work, including Microsoft
Office programs (Word, Excel, Powerpoint, Outlook).

•

You will have excellent organisational skills, with the ability to work flexibly in order to meet
deadlines.

•

You will have a good understanding of current issues affecting the NHS and the wider health
sector.

Desirable
•

You may have practical experience or professional training in photography and/or video
production.

•

You may have practical experience or professional training in design and production skills (e.g.
Adobe InDesign, Illustrator and/or Photoshop.

•

You may have practical experience or professional training in search engine optimisation and
related digital marketing skills.

3. Personal
Essential
•

You will have a passion for story-telling and an appreciation for the importance of
communications in engaging audiences.

•

You will be a creative and open-minded person, with a hunger to explore new ideas and
opportunities.

•

You will have a friendly and personable manner, with an interest in meeting new people and
building professional relationships.

•

You will be compassionate and approachable, with excellent social skills and the ability to
empathise with patients, family members and NHS staff.

•

You will be a confident speaker, with the ability to engage, explain and advise.

•

You will have an excellent attention to detail, with the ability to think critically and identify
potential or current problems.
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•

You will have high standards of personal conduct, honesty and integrity to engage and inspire
the trust and confidence of multiple stakeholders.

•

You will have a customer-focused approach, seeking to make systems, processes and
information accessible and user-friendly.

•

You will be clear-thinking, pro-active and solutions-focused, with the ability to manage
competing demands, make effective decisions, be flexible and think creatively to find
solutions to problems.

•

You will have the ability to establish good working relationships with colleagues and
stakeholders.

•

You will have the ability to work under your own initiative and operate a flexible approach.

•

You will be collaborative and inclusive, and prepared to work as part of a wider team in
contributing specific expertise.

•

You will be committed to raising awareness of issues around equality, diversity and inclusion.

Desirable
•

You may have an interest in contemporary British art and the role of the arts in healthcare.

•

You may have an understanding and appreciation for the role of volunteers within the NHS.

•

You may have an understanding of NHS funding and the role of NHS charities in this context.

4. Other requirements
Essential
•

You will be committed to the values and principles of the NHS.

•

You will have the ability to work flexibly to meet the needs of the role, including occasional
evenings and weekends to support the charity’s wider work.

•

You will have the ability to travel between our hospital sites in west London.

•

You will have no envisaged barriers to obtaining standard DBS disclosure.
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How to apply

Visit our website
to find out more
about our current
job opportunities.

Further details about this role, including our online application
form, can be found at:
www.imperialcharity.org.uk/about-us/join-the-team
Interviews for this role will take place on Wednesday 17 August.
Please note:
All job offers with Imperial Health Charity are subject to
satisfactory pre-employment checks and references. The DBS
check level required for this role is standard.
Please ensure that one of the referees you provide is your
most recent employer. Professional contact details should be
provided for referees where possible (i.e. company/org emails
and or HR departments).
Imperial Health Charity reserves the right to close job adverts
early if sufficient applications are received prior to the
advertised closing date.

