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              Job Description 

  

Job Title: Communications Officer 

Reporting to:        Head of Communications 

Direct Reports:  None 

Location: Church House, 86 Tavistock Place, London, WC1H 9RT 

Travel: The post holder will be required to attend a variety of events across the 
UK, including training workshops, media events, and Mission Council 

(twice a year) and General Assembly (once every two years).  Occasional 
overseas travel may also be required. 

Working Hours: 35 hours per week  
Working hours to be agreed between line manager and post holder and 

will include occasional weekend and evening working.  The post holder will 
be required to be ‘on call’ out of hours. 

Salary Band: Band 4 

Job Summary:  In collaboration with the Head of Communications, to be responsible for the URC’s 
internal and external communications work, aiming to resource fully the information needs of the 
denomination and to sustain and enhance the profile and reputation of the URC. The post holder 
will work within the policies of the URC’s General Assembly and its communications committee. 

 
Background:  

This key post sits within the denomination’s busy communications department – which 
encompasses the press and media area, Reform magazine’s editorial and design team, the graphics, 
print and website offices, and the despatch office. The work and focus of all department staff is to 
respond to the priorities set collaboratively by the communications committee and the Head of 
Communications. 

The post holder will be required to be in regular contact with lay and ordained people from every 
part of the United Reformed Church – including officers of General Assembly, Synod Moderators 
and clergy and lay people working in local United Reformed churches. 
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Principle Responsibilities and Duties 
 

External Communications: 
Responsible for the press and media work of the United Reformed Church.  
This to include: 
1. Maintaining and developing relationships with all relevant media; 
2. Researching, developing and placing news releases, working closely with URC colleagues and 

ecumenical partners; 
3. Be the main point of contact for all media enquiries – including out-of-hours availability via 

mobile phone; 
4. Be the first point of contact for all media sensitive (reputation management) matters; 
5. Advise, alongside the Head of Communications, Assembly officers, committee convenors and 

synod moderators in relation to any media sensitive/crisis management matters; 
6. Events management – planning and managing events designed to create media interest around 

key events and programmes; 
7. Be part of the media and press team staffing the media desk at all meetings of the United 

Reformed Church’s Mission Council and General Assembly; and 
8. Work with the Head of Communications in developing and delivering targeted communications 

training for both lay people and ordained ministers of the United Reformed Church. 

 
Internal Communications: 
Responsible for the internal communications output of the United Reformed Church.  
This to include: 
1. Promoting and disseminating URC news via a variety of routes including the URC website, in-

house publications and social media platforms; 
2. Developing the URC’s use of social media platforms, specifically facebook and twitter; 
3. Contributing to DIGEST (the denominational newsletter included with Reform) and writing the 

URC’s e-newsletters including News Update (10x a year) 
4. Developing the targeted use of the dotmailer platform and the denomination’s use of e-

newsletters and e-marketing campaigns to better promote and disseminate URC news; 
5. Responding appropriately to information requests from local churches and others;  
6. Copywriting and editing a wide variety of URC information and publicity material; 
7. Working closely with Church House departments and synod colleagues to develop 

communications and media strategies for a variety of URC initiatives and programmes; 
8. Write content for the main URC and associated websites, if required, working with the Head of 

Communications and the senior graphic designer: print, digital and online; 
9. Working fully as a member of the communications team under the guidance of the Head of 

Communications. 

 

Updated June 2017 

___________________________________________________________________________________ 

 

Working with Committees and Volunteers: 

1. The post holder may be required to attend meetings of the communications committee or to 
supply reports on their work to the committee, as directed by the Head of Communications.  
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2. The post holder will often be in contact with volunteers, both receiving information from them 
for use in news releases, or in one of the e-newsletters produced by the press & media office, or 
in delivering communications training to volunteers at training workshops, or at meetings such as 
Mission Council and General Assembly.  

 

Expected Standards  

This section refers to the way in which the job is done rather than the duties/responsibilities. 

1. Promote a culture of open and effective communication to enable constructive relationships with 
colleagues and internal and external customers.  

2. Act in ways that support a culture which promotes equality and values diversity.  

3. Act in ways that protect own and others’ health safety and security. 

4. Work collaboratively to develop a customer service culture which fosters continuous 
improvement. 

5. Take responsibility for own personal development and develop skills and knowledge to enable 
effective work performance.  

6. Promote, monitor and maintain best practice in data protection principles and practice.  

7. Ensuring high levels of confidentiality when dealing with reputational issues and other media 
sensitive matters. 

 

This job description reflects the overall scope and responsibilities of the role.  However, it is not an 
exhaustive list and the job holder is expected to undertake any other reasonable duties that might be 
requested.  All jobs change or evolve over time to meet organisational or departmental needs and this 
job description will therefore be subject to periodic review and change if required. 

 

  



 4 

Person Specification 
  

Job Title:  Communications Officer                                      

 

Requirements Essential Desirable Measurement 

Education and 
qualifications 
 

1. Graduate or holder of equivalent 
professional qualification in media/ 
communications studies or 
journalism. 

 Application form 

Experience 
 

2. External and internal 
communications work including 
experience in journalism and 
working with the media. 

3. Handling sensitive/confidential 
information.  

 

 developing a 
training strategy  

 dotmailer 

Application 
form/interview 

Knowledge 
 

4. Christian Church and other faith 
based organisations.  

5. How journalists work, together with 
an understanding of pressures 
within the Church with regards to 
press/media relations. 

 

 The United 
Reformed Church. 

 working knowledge 
of criminal courts 
processes 

 contemporary 
religious and social 
justice issues  

 

Application 
form/interview 

Skills and  
Abilities 
 

6. Ability to contribute to, and work 
from, a strategic communications 
plan. 

7. Ability to understand complex ideas 
and state them simply, clearly and 
objectively. 

8. Well-developed skills in writing and 
editing together with a clear 
understanding of what makes a 
good story. 

9. Using new media, including social 
media platforms in a work context. 

10. Proven ability to work fast, juggle 
competing demands and meet 
deadlines. 

11. Team Player. 

 understand and be 
pastorally sensitive 
to complex and 
delicate issues. 

 flexibility to adapt to 
changing 
communication 
needs and methods. 

 use of standard 
proof reading marks 

 basic proficiency in 
Word Press and 
Joomla 

 

Application 
form/interview/ 
test 

Other 12. Personal commitment towards 
promoting the aims of the United 
Reformed Church. 

 Application 
form/interview 
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13. Willingness to work within the 
Christian ethos of the United 
Reformed Church. 

14. Willingness to work occasional 
evenings, weekends, and to be on 
call out of hours. 

 

 
 


