[image: A white square with black text

Description automatically generated]
Job Description & Person Specification: Communications Co-ordinator

Salary: £23,912 - £27,682 per annum.
Grade: Grade 4.
(Appointments are normally made at the bottom of the scale [£23,912], with the opportunity to progress through the grade in line with our pay policy.)
Hours: Full time (35 hours per week)
Reporting to: Head of Membership Services.


About the Students’ Union 

Edge Hill Students’ Union works with students to make their University experience all they want it to be.

Whatever a students’ needs, situation or background; we empower them through partnership.

We deliver events, empower societies, and support individuals with whatever they need to have a great experience whilst fulfilling their ambitions.

We bring creativity, innovation and freedom to the student community, and work with Edge Hill to bring about our shared goal of enabling every student to be the best version of themselves.

About the Role

In this role you will co-ordinate Edge Hill Students’ Union’s communications with its diverse stakeholder groups including our student membership of 16,000 students, student alumni networks, University staff, and key public/community bodies on a local and national scale. You will ensure that our stakeholders are kept well informed of the work of the Union and ensure appropriate segmentation of key messages to these groups. 

This role will be responsible for developing and monitoring metrics which demonstrate the effectiveness of the Union’s communications approach and forging strong professional partnerships with the goal of providing an excellent student experience.

About You

You will be a dynamic, creative, and enthusiastic communicator who is passionate about making a difference for students. A natural self-starter, you’ll bring fresh ideas, energy, and initiative to our work, with the confidence to engage and build relationships with students, staff, and the wider community. 

You will have a flair for storytelling and a keen eye for detail, matched with the technical skills to manage communications across a variety of platforms. Above all, you’ll be someone who thrives on collaboration, innovation, and using communications to create meaningful impact.

With excellent skills in organisation and time-management, you will pro-actively ensure smooth delivery of the Union’s programme of communications.

Main Responsibilities

· Co-ordinate a schedule of communications that align with the Union’s strategic plan and communications strategy and support the effective promotion of the Union’s brands and delivery of its services and activities.

· Ensure that the Union’s communications follow the agreed plan and maintain a consistent tone appropriate to the Union.

· Write engaging content in conjunction with colleagues, agreeing appropriate ‘calls to action’ where necessary, to meet the Union’s objectives.

· Source content from a variety of local, national and international sources to support the Union’s communication strategies.

· Work with campus colleagues to ensure maintenance of an effective implementation of the data sharing agreement between the University to the Union ensuring that compliance with relevant legislation is maintained.

· Use the Union’s digital platform to harness data transferred from the university to segment communications for our students based on, for example, programme and / or mode of study, place of residence, year, faculty, course and interests.

· Prioritise the use of other digital platforms to support the communications objectives of the Union.

· Use online tools and digital platforms to support delivery, measure reach and engagement and inform future communications work.

· Monitor the union’s communication channels with a view to protecting the Union’s and the University’s reputations, escalating any significant issues to the management team for support and to agree action.

· Co-ordinate responses to incoming email received in shared inboxes, ensuring that enquiries are addressed promptly and accurately by the most relevant colleagues.

· Conduct research with students to assess the effectiveness of the Union’s communications and to inform future communications developments.

· Be willing and able to work as part of a team, maintaining purposeful relationships with colleagues and being able to both give and receive constructive criticism.








Responsibilities of all EHSU Employees

· To comply with all Health and Safety legislation, undertaking relevant training as required.

· To remain up to date with the Union’s policies and procedures, completing relevant training as required.

· To comply with GDPR legislation and always adhere to the Union’s data and privacy policy.

· To undertake relevant professional development training.

· To work proactively towards achieving the Union’s strategic aims.

· To occasionally work weekends and evenings, according to organisational needs.

This list is not exhaustive and other duties commensurate with the role may be assigned at the discretion of the Senior Management Team.


(Assessment Criteria: A=Application Form I=Interview, P=Presentation, T=Test)
	Person Specification

	Qualifications
	Essential
	Desirable
	Assessment Criteria

	1
	Educated to degree level or equivalent experience in communications, marketing, public relations, or a related field.
	*
	
	A

	2
	Evidence of ongoing professional development.
	*
	
	A

	3
	Professional qualification in communications, marketing, or digital media.
	
	*
	A

	4
	Training in data protection, GDPR, or related compliance areas.
	
	*
	A

	Experience
	Essential
	Desirable
	Assessment Criteria

	5
	Experience of developing and delivering communications across a range of digital and traditional channels.
	*
	
	A/I

	6
	Experience of creating engaging content tailored to different audiences.
	*
	
	A/I

	7
	Experience of using digital platforms, online tools, and social media analytics to measure impact.
	*
	
	A/I

	8
	Experience of managing shared inboxes and handling enquiries in a professional manner.
	
	*
	A/I

	9
	Experience of working in a membership organisation, students’ union, or higher education setting.
	
	*
	A/I

	10
	Experience of applying data segmentation for targeted communications.
	
	*
	A/I

	11
	Knowledge of brand management and stakeholder engagement in a membership context.
	
	*
	A/I

	Skills & Knowledge
	Essential
	Desirable
	Assessment Criteria

	12
	Strong written and verbal communication skills with the ability to adapt tone and style for different audiences.
	*
	
	A/I

	13
	Good understanding of digital communications platforms and current trends.
	*
	
	A/I

	14
	Ability to interpret data and insights to inform communications strategies.
	*
	
	A/I

	15
	Knowledge of data protection legislation and its application in communications.
	*
	
	A/I

	16
	Strong organisational skills with the ability to plan and prioritise effectively with competing deadlines.
	*
	
	A/I

	17
	Understanding of the student experience and issues affecting students in higher education.
	
	*
	A/I



	Values & Behaviours
	Essential
	Desirable
	Assessment Criteria

	18
	A commitment to the values of student leadership, empowerment and inclusivity.
	*
	
	I

	19
	Collaborative team player able to build strong, purposeful working relationships.
	*
	
	I

	20
	Resilient, steadfast, and open to working in an environment of growth and change.
	*
	
	I

	21
	Positive, proactive, and solutions-focused approach.
	*
	
	I

	22
	Proactive, adaptable, and willing to learn.
	*
	
	I

	23
	Able to give and receive constructive feedback.
	*
	
	I

	24
	Commitment to equality, diversity, and inclusive practice.
	*
	
	I

	25
	Willingness to work flexibly, including occasional evenings and weekends.
	*
	
	I


	

	
	

	Signed (Employee)
	Print Name
	Date

	
	
	

	Signed (Employer)
	Print Name
	Date
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