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Details  

Job Title:  Communications Officer 

Department:  Vice Chancellor’s Office 

Job Reports To:  Internal Communication Manager 

Location:  Luton 

Post Number: BEDS1738 

Pay Point: Grade 6 £27,510 per 
annum 

  

Context 

 

The University is looking for a motivated team player to join its communications team to deliver 
communications to staff and current students on key corporate messages through the production of high 
quality written and rich content. The work will be in line with the University’s strategic objectives to engage 
and motivate staff as well as contributing to a positive student experience and student retention.  
 
The post holder will use their writing skills to research and write good news stories from around the 
University to help foster a sense of pride and community, as well as to bring out the student and staff voice. 
 
The role is busy and the work varied, covering news and events across the University.  
The role holder must have experience of writing and producing content for a variety of audiences and 
channels and have experience of working in a busy communications team.  
 
They should be able to work independently, manage and prioritise numerous projects and tasks, and have 
experience of working quickly under pressure and to tight deadlines.  
 
 

Key Elements (please tick as appropriate) 

 

       

1. This post has MANAGEMENT RESPONSIBILITY YES  NO x  

2. This job requires SAFEGUARDING  YES  NO x  

3. This is a KEY POST (i.e. must have nominated deputy) YES  NO x  
 

 

Principal Accountabilities 

 Assist the Internal Communications Manager with all aspects of staff and student communications 

and deputise in their absence. 

 Work alongside the Internal Communications Manager to actively develop and own a calendar of key 

touch points for students and staff, and ensure appropriate messaging at each of these. 

 Build and maintain relationships with internal stakeholders in order to identify opportunities and 

stories and to advise and counsel stakeholders on suitable communications tactics and channels for 

both external and internal use. 

 Write and produce features, news stories and case studies to build pride in the staff and student 
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body. 

 Write and support the production of the staff e-zine @beds, and student newsletter. 

 To lead the management, scheduling and creation of content for corporate digital screens.  

 Interview, film and photograph staff, students and others as necessary. 

 Assist in the delivery of University campaigns and initiatives to increase employee and student 

engagement using the appropriate channel. 

 Ensure communication channels are fit for purpose, up to date and relevant. Be the expert in their 

use and report on their effectiveness through the use of metrics.  

 Lead on the promotion of some University initiatives as required such as the National Student Survey 

or Student Experience Awards. 

 Create and upload content on to multiple channels, such as the staff intranet, student portal and 

website, ensuring all relevant links and cross-references are added and information is up to date. 

 Provide support for All Staff/VC emails and Staff Noticeboard requests. 

 Work with marketing and digital teams, as well as external suppliers, to manage the production of 

relevant communication materials e.g. brochures, signage, newsletters, web pages. 

 To manage the communication teams diary, booking photographers where necessary 

 Work out of office hours as necessary  

 Provide occasional cover for the out of hours communications phone 

 
 

Hera Competencies: Grade 6 
 

COMMUNICATION        

The Role Holder communicates with staff and the public about basic subjects that require little further 

explanation.  In addition, the Role Holder may also be required to receive, understand and convey 

information that needs more careful explanation or interpretation for others. 

For example, giving directions, information on opening times, responding to basic written queries.   

TEAM WORK AND MOTIVATION 

The role holder is required to be supportive and encouraging of others in a team; help to build co-

operation by setting an example and showing a flexible approach to delivering team results; 

contribute to building team morale as an active participant in the team. In addition, the role holder is 

required to clarify the requirements; agree clear task objectives; organise and delegate work fairly 

according to individual abilities; help the team focus their efforts on the task in hand and motivate 

individual team members.  
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LIAISON AND NETWORKING  

The role holder is required to carry out standard day to day liaison using existing procedures in order to 

ensure dissemination of information in the right format to the right people at the right time; build 

relationships and contacts to facilitate future exchange of information. The role holder is required to 

create or lead networks within the institution or externally in order to pass on information promptly; 

keep people informed to ensure co-ordination of effort and that work is done effectively.  

For example, a Role Holder who speaks with people from the wider University/people external to the 

University about basic subjects or to pass on information to other parties/staff.  In addition, actively 

working as part of a network to the benefit of the University. 

SERVICE DELIVERY 

The role holder is required to deal with internal or external contacts who ask for service or require 

information; create a positive image of the institution by being responsive and prompt in responding 

to requests and referring the user to the right person if necessary. Contact is usually initiated by the 

customer and typically involves routine tasks with set standards or procedures. In addition, the role 

holder is required to deal with internal or external contacts where the service is usually initiated by 

the role holder, working within the institution's overall procedures or policies; AND OR understand 

and explore customer's needs; adapt the service accordingly to ensure the usefulness or 

appropriateness and quality of service (content, time, accuracy, level of information, cost). 

DECISION MAKING PROCESSES 

The Role Holders own decisions have a moderate impact on the University.  The role holder will also make 

collaborative decisions with others and play a role in contributing to others decisions.  Outcomes of 

both types of decision making will also have a moderate effect on the University.  

PLANNING AND ORGANISING RESOURCES 

The role holder is required to plan, prioritise and organise their own work or resources to achieve agreed 

objectives. In addition, the role holder is required to plan, prioritise and organise the work or 

resources of self and others within own area on a daily, weekly or monthly basis; plan and manage 

small projects, ensuring the effective use of resources; receive information from and provide 

information to others to complete their planning; monitor progress against the plan.  

INITIATIVE AND PROBLEM SOLVING 

The role holder is required to solve standard day to day problems as they arise; choose between a limited 

number of options which have clear consequences, by following guidelines or referring to what has 

been done before; recognise when a problem should be referred to others. The role holder is also 

required to use initiative and creativity to resolve problems where the optimal solution may not be 
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immediately apparent but has to be assessed by a process of reasoning, weighing up the pros and 

cons of different approaches; identify and assess practical options; break the problem down into 

component parts. 

ANALYSIS AND RESEARCH 

The role holder is required to establish the basic facts in situations which require further investigation and 

inform others if necessary. The role holder is also required to analyse routine data or information 

using predetermined procedures and gathering the information from standard sources; work 

accurately to complete the task precisely as specified.  

For example, logging of IT or Health and Safety problems with the help desk.  In relation to information 

analysis, the Role Holder should be making use of standard processes that will assist the analysis of 

information. 

SENSORY AND PHYSICAL DEMANDS 

The role holder is required to carry out tasks at a level which would require either learning certain 

methods or routines or involve moderate physical effort.  

WORK ENVIRONMENT 

The Role Holder is required to work in an environment which is relatively stable and has little impact on 

the role holder or the way in which work is completed.  

For example, a stable office environment. 

PASTORAL CARE AND WELFARE 

The Role Holder is required to show sensitivity to those who may need help or, in extreme cases, are 

showing signs of obvious distress; initiate appropriate action by involving relevant people.  

For example, basic low level understanding of staff who are disgruntled.  The Role Holder will be aware of 

when situations are more serious and will then involve appropriately skilled people. 

TEAM DEVELOPMENT 

The role holder is required to advise or guide new starters working in the same role or unit on standard 

information or procedures. The role holder is required to train or guide others on specific tasks, issues 

or activities; give advice, guidance and feedback on the basis of their own knowledge or experience; 

deliver training. 

TEACHING AND LEARNING SUPPORT 

The role holder is required to provide standard information or deliver teaching or training to introduce 

students or others who are new to the area to standard information or procedures. The role holder is 

required to provide standard information or deliver teaching or training to teach or train students or 
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others on specific tasks, issues or activities; assess performance and provide feedback during the 

event.  

KNOWLEDGE AND EXPERIENCE 

The role holder is required to apply working knowledge of theory and practice, sharing this knowledge 

with others as appropriate; demonstrate continuous specialist development by acquiring relevant 

skills and competencies.  
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Person Specification 
 
 

  
Essential Criteria 

 

 
Desirable Criteria 

 
Evidence 

(Indicate were evidence will be 
assessed from ) 

 

 
Qualifications  

 

 

 An undergraduate degree or professional qualification 
such as CIPR or NCTJ 

 An undergraduate degree in a 
discipline related to the role 
(e.g. journalism, public 
relations, communications). 
 

 Application Form 

  

 
Knowledge  

 

 Knowledge of, and interest in, the communications 
and public relations industries. 

 Knowledge of how to write for different audiences  

 Knowledge of creating content for different channels.  

 Knowledge of communications 
within the higher or further 
education sectors, or in the 
public sector. 

 Application Form 

 Interview 

 Written test (before interview) 

 
Experience 

 
 

 Two to three years’ experience in a communications, 
press or public relations role.  

 Experience of writing for different audiences 

 Experience of dealing with stakeholders and senior 
staff 

 Two to three years’ experience 
in a communications, press or 
public relations role within the 
higher or further education 
sectors, or in the public sector. 

 Application Form 

 Interview 

 
Skills/abilities/co

mpetencies 
 
 

 Good written and technical communication skills. 

 Ability to work on own initiative, as well as within a 
team. 

 Comfortable using a variety of social media platforms. 

 Willingness to be pro-active. 

 Creativity and flexibility. 

 Good design skills with experience using InDesign 
and Photoshop. 
 

 Good verbal communication skills and comfortable 
with people. 

 Attention to detail. 

  

 Basic video editing skills.   Application Form 

 Interview 

 Written test (before interview) 

 
Personal 
Attributes 

 
 

 Outgoing, friendly, and a good team player. 

 Calmness under pressure. 

 Willingness to learn, and to take advice and 
instructions. 

 Flexible and positive with a ‘can do’, attitude. 

 Organised; hard-working; responsible; adaptable; 
confident; enthusiastic; reliable; helpful. 

  Interview 
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Equality Statement 

The University of Bedfordshire is fully committed to the principles of equality in all its actions.  Members of the University’s 

community are expected to respect and value individuality, differences and diversity; and work with others in an inclusive 

and consultative manner. A commitment to equality of opportunity for all individuals irrespective of their age, belief, 

disability, gender, race, religion or sexual orientation is at the core of what we do and members of the community must 

actively promote a positive non-discriminatory work and learning environment for fellow staff and students. Employees 

should demonstrate an understanding of the University’s commitments to equality and diversity as an integral part of the 

university’s core values and be able to identify and challenge discrimination, harassment, prejudice and inappropriate 

behaviour.  

 

Health & Safety Statement 

All employees are required to ensure that all duties and responsibilities are discharged in accordance with the University’s 

Health and Safety (H & S) at Work Policy. They should take reasonable care for their own H & S and that of others who 

may be affected by what they do or do not do. Staff should correctly use work items provided by the University, including 

personal protective equipment in accordance with training or instructions. 

 

Environmental Statement 

Employees must make proper use of any equipment and systems of work provided and take all reasonable steps to ensure 

that control measures are properly used. Employees must work with their Line Managers to ensure that an inventory is 

retained of all hazardous substances in the office that could be released into the environment. Employees are expected to 

identify operations that use significant amounts of energy, with a view to reducing consumption. This includes identifying 

operations that use resources, such as paper, and review the need for the current level of consumption, identifying savings 

where possible. Employees are expected to identify waste streams with a view to recycling and reuse, minimising office 

energy use in heating and lighting.  

 

Briefing 

Note: the content of this Job Description does not preclude other work required by the faculty department. Details 
of accountabilities will be discussed at annual reviews. 

 
Date Job Description issued to, discussed with and understood by Post Holder ----------------------------------------------------------  
 
Name of Post Holder:  -------------------------------------------------------------------------  Signature:  -----------------------------------------  
(I confirm I have been briefed on the requirements of this Job Description and other related documents) 

 
Name of immediate Line manager:  --------------------------------------------------------  Signature:  -----------------------------------------  

(I confirm I have briefed the Post Holder on the requirements of this Job Description and other related documents)  

 

Nominated Deputies (if applicable) 
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As a KEY POST at least one nominated deputy must be identified.  The Job Holder must confirm that the Nominated 

Deputy(ies) receives a copy of,  and is briefed on this Job Description. 

 
Name of Nominated Deputy:  ------------------------------------------------  Signature:  --------------------------------  Date:  ----------------  
(As the Nominated Deputy for this post, I confirm I have been briefed on the requirements of this Job) 

If there are more nominated deputies, they should sign further copies of this Job Description. 

 

Amended by:  Dated:  Version:  

 
 

 


