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February 2012
Dear Applicant

Communications Officer
Thank you for your enquiry about the post of Communications Officer. Please find attached:

1. Application pack

2. Application form

3. Recruitment analysis form

Please email your application to reiko.murray@stonewall.org.uk. Alternatively, post it to Reiko Murray, Stonewall, Tower Building, York Road, London, SE1 7NX marked ‘Strictly Private’. The deadline for the submission of completed applications is 12 noon on Thursday 1 March. Please also ensure that you return the recruitment analysis form.

Interviews will be held in London on 6 March. If you wish to request acknowledgement of receipt of application please email us or enclose a stamped addressed envelope.
Thank you for your interest in this exciting post.

Yours sincerely
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Cathryn Wright
Director of Finance & Operations 

Communications Officer Background Information
Stonewall was founded in 1989 by people whose aim was to create a highly professional lobbying organisation to put the case for equality on the mainstream political agenda. The organisation has become widely recognised for its work in changing the legislative landscape for Britain’s 3.7m lesbian, gay and bisexual people. Our strategy is now to work to ensure equality in every part of the lived experience of gay people at home, at school and at work.
Beyond our parliamentary and other lobbying work, our activities have expanded significantly in the last six years. In 2005, we launched a high profile Education for All campaign to tackle homophobia and homophobic bullying in schools. This is supported by a coalition of 70 teaching and professional organisations. We also work with over 600 major employers on supporting the recruitment and retention of gay staff. They include IBM, the Department for Education, the Rugby Football League, the Royal Navy and MI5 and employ more than 5.5 million people between them. We also promote new research in areas such as health, crime and sport, and have taken on high profile legal test cases. 

Stonewall staff
At Stonewall we believe our people to be our most precious resource. We aim to recruit the very best staff – with a mix of private, public and third sector backgrounds – and have an ambition to make Stonewall an ‘employer of choice’. We’ve reviewed our benefits package in recent years to reflect this. In our most recent (March 2011) staff survey

· 100% of staff said they were proud to work for Stonewall

· 95.7% of staff said their work gives them a sense of personal achievement

· 97.9% of staff said that working for Stonewall is fun

· 97.9% of staff said they’d recommend Stonewall as a good place to work

As an organisation which champions diversity, we believe we should ‘role model’ the sort of behaviour we expect of others. The proportion of women staff employed by the charity has risen to 53% (up from 36% at September 2006), the proportion of black and minority ethnic staff in our London office has risen to 21% (up from 10% in 2006), the proportion of our staff who are disabled had risen to 18% (up from 6% in the same period) and the proportion of our staff who are heterosexual has risen to 25% (up from 8%). 

We are firmly committed to the personal and professional development of our people to enable them to deliver the very best on behalf of all our supporters and stakeholders. Currently our training budget, at 2.25% of payroll, is some 50 per cent higher than most similar organisations. 
Communications Officer Job Description

Role

This role will support Stonewall’s busy communications team with delivering an integrated communications strategy in support of Stonewall’s objectives, with a particular focus on Stonewall’s work in education. Working with the Media Manager and another Communications Officer, the post-holder will also liaise closely with Stonewall Scotland and Stonewall Cymru to ensure a cohesive communications approach. Acting as a Stonewall spokesperson, the role will be responsible for jointly handling incoming media enquiries as well as proactively raising Stonewall’s profile and that of key Stonewall staff. The role will also have significant responsibility for planning and managing Stonewall’s activities on social media.
Stonewall’s high media profile is out of proportion to the organisation’s relatively small size. This post therefore demands a motivated, articulate and media-literate individual who can tackle complex questions from journalists from every kind of media, and who can spot opportunities for coverage and proactively sell them in to editors.
Accountability

The post holder reports to the Media Manager and works directly with Director of Public Affairs and Chief Executive as necessary.

Key responsibilities

1. Daily media monitoring
· Using media monitoring services such as Factiva to compile briefing reports relevant to Stonewall and electronically distribute by 10am daily.

2. Media phone

· To answer the media phone regarding all enquiries and respond appropriately. Shared with the other Communications Officer.

3. Out of hours media phone

· To share the out of hours media phone on rota basis and respond as necessary.

4. Digital Communications

· To take a leading role in the social media working group 

· To develop and lead on social media strategies including Twitter, Facebook, YouTube and other forums.

5. Coordination of volunteers

· To liaise with the Office Manager to ensure enough volunteers are involved for press cuttings activity. To train volunteers as necessary. To ensure cuttings circulated as directed.

6. Stonewall website
· To be jointly responsible for the Stonewall website content. Ensuring accuracy and up to date content by liaising with designated department contacts. The post holder needs to ensure historic events are removed from the site and new information input.

· To devise and create homepage feature banners, developing a calendar of activity. To be responsible for recommending website developments.

7. Proof reading

· To work across all departments to proof read all documents as requested, including programmes, research and invitations.

8. Supporter communications
· To provide effective visual and written materials both off-line and online to promote Stonewall while maximising opportunities to communicate to donors and potential donors.
· To develop and agree key messages to a variety of stakeholders and to lead on and edit supporter communications including Friends (supporter newsletter), the annual report and a range of fundraising support materials, as delegated by the Media Manager.
9. Proactive pitching
· Research – to work with the other Communications Officer to keep abreast of relevant policy and campaigning issues, dividing responsibility for proactively pitching research projects to all media outlets.

· People – to work with the Media Manager and Deputy Chief Executive to build up and ensure maximum media exposure of key staff.

· Education– to have lead media responsibility for the Stonewall Education Team. This includes ensuring contact with key stakeholders within education to maximise coverage of Stonewall’s Education Champions programme and associated research and conferences.

10. Media contacts

· To ensure (ongoing) that address book for media contacts is up to date.

11. Media relations

· To develop, grow and safeguard the Stonewall brand reputation by building relationships with key journalists, including lesbian and gay media.

12. Writing media release and articles
· Draft media releases across Stonewall activity.
· Ongoing writing and ghost writing of articles for both proactive and reactive work.
Other

· To work at Stonewall events, sometimes outside of London and arrange media releases accordingly. 

· To work some evenings, mainly connected with events.
· To conduct interviews as required.
· Conduct the duties of the job description in accordance with the operational policies of Stonewall, including but not limited to the Diversity Policy.
· Work within health and safety legislation.
· Maintain good working relations across the Stonewall team with Board members, staff, volunteers and other stakeholders.
· Undertake any other reasonable duties as may be required.
Communications Officer Personal Specification
	Criteria
	Essential
	Desirable

	Experience of writing articles for publication, including media releases, website copy and news articles/features

	(
	

	Experience of using a content management system to perform basic editing, page creation and publishing of web content

	(
	

	Experience of managing social media in support of a communications strategy

	(
	

	Experience project management of production of newsletters / magazines, alongside editing experience

	(
	

	Experience of working on a campaign / project which requires communication to a wide range of stakeholders

	(
	

	Ability to identify, filter and pitch newsworthy stories


	(
	

	Knowledge of UK media channels, including pink media

	(
	

	Knowledge of Stonewall’s current key objectives

	(
	

	Committed to aims and objectives of Stonewall

	(
	


Communications Officer Key Terms and Conditions
Salary Scale

The salary will be £25,000 paid retrospectively on the 24th day of each month.

Annual Leave

25 days annual leave (rising to 27 after three years service), three additional ‘Stonewall Days’ over Christmas and eight statutory holidays.

Pension
Stonewall contributes up to eight per cent of salary to a recognised personal pension scheme of the employee’s choice. 

Other benefits
After successful completion of the probationary period you will qualify for: free health insurance, death in service benefit of one year’s salary, interest free loan on travelcard, tax-free cycle scheme, childcare vouchers and 24 hour employee support line.

Sick Pay

Prior to completion of the probationary period sick pay is at the Chief Executive’s discretion. Thereafter an employee absent from work due to sickness will be paid up to four weeks at full pay and four weeks at half pay in any 12 month period. After two years continuous service an employee absent from work due to sickness will be paid up to 12 weeks full pay and 12 weeks half pay in any 12 month period.
Working Week
This is a full-time permanent position, comprising a working week of 35 hours. Stonewall’s normal office hours are Monday to Friday from 9.30am to 5.30pm, however the demands of this post require a flexible approach to both timing and duration of the working day.



Probationary and Notice Periods


The post is subject to a six month probationary period. During this period you will be entitled to receive, and are required to give, at least two weeks notice of termination, which must be in writing. After successful completion of the probationary period you are entitled to receive, and are required to give, at least two months notice of termination, which must be in writing. 

Communications Officer Application Guidance Notes
Please ensure you return both your application form and recruitment analysis form.
We shortlist applicants for interview by matching the details given on the completed application form against both the job description and the appointment criteria. We’ll be looking for clear evidence to show whether or not your experience, skills and knowledge match those set out in the appointment criteria and job description. Please use the section provided in the application form to make clear how your experience, skills, knowledge and abilities match the requirements, citing all appropriate evidence. 

We’re interested in all relevant experience, wherever you have gained it, as well as beyond paid employment, that may contribute to your ability to meet the requirements of the job. 

All parts of the job description and appointment criteria should be addressed, as information not given or not made explicit on the application form cannot be taken into account in the shortlisting process.  Please note that CVs are not accepted and any information given on a CV will not be considered.
If posting, print or complete the form in black ink.

If you have a disability and would prefer to apply in a different format or would like us to make reasonable adjustments to enable you to attend an interview please contact Reiko Murray on 020 7593 2827. Our offices are accessible. 

Please ensure that your application reaches us no later than 12 noon on Thursday 1 March.
First interviews will be held on 6 March.  If you are selected for a second interview you will be asked to complete a writing assignment to assess your ability to produce good copy to deadline. We’ll give you details about that task after confirming a date for the interview.
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