Job Title:	Senior Communications Officer (peer role)
Hours:  	21 hours a week, 12 months fixed term, renewable subject to funding
Working Pattern: 	Three days per week with reasonable flexibility within core hours of 10am to 3pm by mutual agreement
Salary: 	£35,500 pro-rata (actual £21,300 per Anum)
Based at:	Hybrid, remote within the UK with regular planned presence in Barnet for priority meetings, events and story gathering
Reports to:	Head of Communications and Engagement
Responsible for:	Opportunity to line manage one direct report following successful completion of probationary period
Main relationships:	Internally:  Head of Comms & Engagement & core project/service leads, Communications and engagement colleagues, Communications Assistant, service and project leads

Externally: Partner organisations and allies, community groups and services, IB members and local authority services 
Summary 
A great opportunity for an experienced, hands-on communications generalist with an interest in disability rights to join a small communications team. You will coordinate Inclusion Barnet’s day-to-day communications and lead the development of stories, content and communications materials that demonstrate the organisation’s impact.
You will act as the operational link between services, projects and communications, joining the dots across Inclusion Barnet’s work and translating activity into clear, accessible outputs and a stronger organisation-wide story. 
The role will provide reliable senior operational capacity so the Head of Communications and Engagement can focus on organisational strategy, reputation, narrative, senior relationships and leadership. 

About Inclusion Barnet 
Inclusion Barnet is a thriving peer-led charity based in North-West London. We believe in the power of experience, and this is demonstrated by all our services being led, developed, and delivered by people with lived experience of disability, including mental health issues and long-term conditions. 
We believe that learning to use our lived experience for social change is a skill. We have become experts in harnessing the lived experience of our staff, members, volunteers, and people who use our services, to design and deliver higher quality, more person-centred services. This benefits both Disabled people and society more widely. 
We also support other organisations to do the same. Our work is very much influenced by the Social Model of Disability. You can find out more about us including our current services and projects at www.inclusionbarnet.org.uk.  
About this role 
We are looking for a confident communications professional who can plan, coordinate and produce high-quality work with limited supervision. The postholder will build a joined-up content and storytelling pipeline, interview project leads, coordinate routine communications requests, develop stronger website and social content, support internal communications resources and run our monthly online User Voice meetings. 
The role complements the existing Communications Assistant, who remains responsible for posting and scheduling agreed green social content, gathering routine statistics, coordinating occasional flyers and producing the monthly newsletter. The Senior Communications Officer will provide planning, specialist copy and messaging for complex or high priority content, briefing, coordination and quality assurance. 
The role combines communications delivery with purposeful local presence. The postholder will attend occasional selected services, events, member meetings and partner activity in Barnet to build relationships, identify stories, understand the impact of Inclusion Barnet's work and gather insight that can be translated into stronger communications. 
The role is not a community engagement or outreach post, but local presence is important in ensuring communications are grounded in lived experience, current activity and the realities facing Disabled people in Barnet. In-person engagement is expected two to three times per month.
Responsibilities and tasks 
Planning and coordination 
· Plan and deliver agreed communications activity in line with Inclusion Barnet’s priorities, brand, values and accessibility standards. 
· Maintain a joined-up editorial calendar covering the website, social media, newsletters, events, organisational milestones and impact stories. 
· Use judgement to distinguish routine work from sensitive, strategic, political or reputational matters requiring senior review. 
· Establish clear workflows, templates, lead times and approval routes that reduce last-minute requests and avoid unnecessary reworking. 
Communications request triage 
· Act as the first point of contact for routine organisational communications requests, including flyers, posters, event promotion, website updates and social media support. 
· Clarify the purpose, audience, required outcome and deadline, and ensure the requester supplies a complete brief and approved information. 
· Determine whether work should be completed directly, delegated to the Communications Assistant, commissioned externally, rescheduled or escalated. 
· Maintain a visible request and production schedule so priorities, ownership and deadlines are clear. 
· Produce or coordinate routine assets using agreed templates and suppliers, escalating higher-risk, strategic or non-standard work. 
· Flag competing demands, unclear briefs and unrealistic deadlines so activity can be prioritised, rescheduled, reassigned or declined. 
Local insight and relationship-building
· Attend selected Inclusion Barnet activities, services, events and partner meetings to strengthen understanding of organisational activity and identify communications opportunities. 
· Build constructive relationships with project leads, members and colleagues across the organisation. 
· Gather stories, examples, feedback, emerging themes and lived-experience insight that can inform communications and organisational storytelling. 
· Help ensure communications accurately reflect the experiences and priorities of Disabled people in Barnet.
Project and service storytelling 
· Build relationships with project and service leads and hold structured interviews to understand their purpose, activity, learning, outcomes and impact. 
· Turn interviews and evidence into accessible stories for the website, social media, newsletters, reports and stakeholder communications. 
· Identify useful statistics, quotes, lived-experience insight and examples of change, ensuring consent and approvals are in place. 
· Maintain a forward pipeline and organised bank of approved case studies, quotes, statistics, photographs and impact evidence. 
· Identify opportunities to connect stories and communications across Inclusion Barnet's services, Campaign, partnerships, engagement activity, Community Organisation Support and influencing work, helping audiences understand how local lived experience and service delivery contribute to the organisation's wider impact and change-making activity. 
· Identify opportunities to showcase Inclusion Barnet's role locally, regionally and nationally, drawing appropriate connections between service delivery, member engagement, partnership work and influencing activity. 
· Identify newsworthy achievements, emerging themes and opportunities to connect work across services into a clearer organisation-wide story.
Digital communications 
· Develop the forward social media plan and create higher-value, story-led content, with routine green posting and scheduling delegated to the Communications Assistant. 
· Oversee routine engagement, identify opportunities and risks, and escalate complex, hostile, policy-related or politically sensitive interactions. 
· Keep the main Inclusion Barnet website accurate, current and accessible through planned monitoring and updates. 
· Draft approved news, service, project, event and impact content and liaise with the Comms Assistant for uploads and website supplier on routine issues. 
· Provide editorial direction, stories and quality assurance for the monthly newsletter, while the Communications Assistant coordinates routine production and distribution. 
· Monitor performance and use learning to improve communications activity. 
Event communications 
· Plan and coordinate communications for agreed meetings, workshops and events, including event pages, promotional copy, speaker information, joining instructions, reminders and follow-up communications. 
· Work with the Comms Assistant to create or coordinate associated flyers, posters, social graphics, feedback forms and other routine materials. 
· Keep responsibility focused on event communications rather than general event management, unless additional tasks are agreed in advance and capacity is available. 
User Voice coordination 
· Plan and run the monthly online User Voice member meeting using accessible and inclusive meeting practices. 
· Coordinate agendas, speakers, invitations, reminders and joining information. 
· Take clear and proportionate minutes, record agreed actions and themes and circulate accessible follow-up communications. 
· Liaise with members, speakers and colleagues before and after meetings and escalate significant themes or concerns. 
· The role does not provide individual advocacy or casework. 
Internal communications resources and tools 
· Support the development and maintenance of practical internal communications resources, templates, guidance and tools. 
· Turn agreed standards and processes into usable checklists, briefing templates, request forms, tone-of-voice guidance and short how-to resources. 
· Help colleagues use agreed resources and reduce avoidable rework through clearer processes. 
Ad hoc project communications support 
· Provide communications support to other Inclusion Barnet projects on an ad hoc basis where the work is commensurate with the postholder’s skills and experience. 
· Ensure additional support is agreed in advance with the Head of Communications and Engagement, with clear scope, outputs, deadlines and approval arrangements. 
· Balance requests against the agreed work plan and core responsibilities; additional work should not be assumed or accepted without considering capacity and existing priorities. 
· The role is not a catch-all communications resource for every project and will not automatically absorb unplanned work without agreement and reprioritisation. 
Measurement, systems and team support 
· Oversee simple monthly website, newsletter and social media performance information and flag notable learning. 
· Liaise with the Comms Assistant to contribute reliable data and examples to organisational reporting. 
· Working with the Comms Assistant, maintain shared templates, content plans, image and impact libraries, with appropriate consent and copyright information. 
· Attend team meetings and undertake occasional proofreading, supplier liaison and other communications tasks appropriate to the role. 
Priorities for the first six months 
· Establish a realistic organisation-wide calendar schedule for social media green content aligned with the organisational story and goals.
· Create a repeatable process for interviewing project leads and gathering stories and impact evidence. 
· Establish clear workflows with the Communications Assistant for routine posting, scheduling, newsletter production and statistics. 
· Establish a single triage process for flyers, event promotion, website changes, social media support and other routine requests. 
· Reduce routine drafting, coordination, uploading and reworking undertaken by the Head of Communications and Engagement. 
· Improve consistency and measurement across core communications outputs. 
Experience 
Essential 
· Demonstrable experience planning and delivering communications across websites, social media, email and print. 
· Strong experience interviewing colleagues or stakeholders and turning complex information into engaging stories. 
· Experience managing a content calendar, triaging requests, coordinating input and meeting deadlines. 
· Experience organising and facilitating online meetings or engagement sessions, including agendas, minutes and follow-up communications. 
· Experience using WordPress or a comparable system, Canva, email marketing and social scheduling tools. 
· Experience using analytics to improve communications activity. 
· Lived experience of disability, which may include neurodivergence, a long-term health or mental health issue. 
Desirable 
· Experience in a charity, Deaf and Disabled People’s Organisation, community organisation or values-led setting. 
· Knowledge of Barnet and the local voluntary and community sector. 
· Experience creating short video content and accessible digital assets. 
· Experience developing internal communications resources or process guidance. 
· Knowledge of Easy Read production or working with Easy Read suppliers. 
Skills and knowledge 
· Excellent writing, editing, spelling and grammar. 
· Strong judgement about audience, tone, risk, priorities and when to escalate. 
· Well organised and comfortable following up colleagues, challenging incomplete briefs and negotiating realistic deadlines. 
· Understanding of accessible communications, data protection, consent and copyright. 
· Ability to work independently while contributing positively to a small team. 
· Commitment to disability rights, inclusion and the Social Model of Disability. 
SUMMARY OF TERMS AND CONDITIONS 
Job Title:	Senior Communications Officer (peer role)
Hours:  	21 hours per week.
Working Pattern: 	By mutual agreement. 
Based at:	Hybrid, remote within the UK with regular planned presence in Barnet for priority meetings, events and story gathering
Probation Period:	3 months
Expenses:	Can be claimed for approved travel in and around Barnet
Annual Leave:	26 days per year plus bank holidays (pro rata). 
Pension:	Auto-enrolment in stakeholder pension scheme with 3% employer contribution, member of staff pays 5%.  There is an opt-out option.  
Work culture: 	A supportive work culture where you will be encouraged to apply and develop your ideas, skills and creativity in a non-judgemental, learning environment.
Other conditions:	Must abide by Inclusion Barnet policies and show flexibility to perform tasks commensurate with the level of the role.   

