Communications officer
Person specification
This person specification sets out the qualities we are seeking for this post. Please ensure your application demonstrates how you meet these criteria. You may include voluntary and paid work.
Overview
JRCT is looking for a skilled communicator who is committed to the mission and values of the Trust. You will deliver clear, consistent, and engaging internal and external communications that convey what we do and support the people and organisations we fund. 
Qualifications
Essential
· A degree in communications, public relations, journalism, English or a related field, or comparable work experience
 
Experience
Essential
· Producing high-quality written content, including news pieces, case studies, and accessible summaries of complex information for different audiences
· Managing social media channels professionally, including scheduling, monitoring, analytics, and engagement
· Using content management systems, email platforms, and social media tools to create and publish content
· Producing and distributing newsletters or similar regular communications
· Managing a varied workload independently, balancing day-to-day tasks with project-based work
· Working within a communications team, following processes and contributing to shared priorities
· Working in the charity, trust, civil society, or grant-making sector (including voluntary work)

Desirable
· Contributing to projects such as communications strategy or brand development
 
Skills and attributes
Essential
· Excellent written communication skills, with the ability to write with creativity and flair while remaining clear and accessible across different audiences and channels  
· Strong organisational skills and attention to detail
· Good judgement, particularly when handling sensitive subject matter
· A positive, professional approach to tasks and working relationships
· Patience and resilience when managing routine tasks or evolving priorities
· A genuine interest in and understanding of the issues our grant holders work on
· Familiarity with or openness to the Quaker values that underpin the work of the Trust
 
Other
You will be willing to work occasionally on evenings and weekends, planned in advance.

 
 

