
 
Reviewed: June 2022 

 
 
 
Communications Officer 
 

Department: President’s Office 

Purpose of role: To co-ordinate the College’s overall communications strategy 

Line manager: President (Director of Access & Student Recruitment where appropriate) 

Salary band: Band 5 

Hours: Full time 37.5 per week 

 
Overview of the role  
 
The Communications Officer is responsible for the comprehensive planning and coordination of College 
communications.  Reporting to the President, they ensure that a coherent message runs through all College 
communications, to communicate the story and values of Murray Edwards College.  The most significant 
part of their role is working with the Director of Access and Student Recruitment to support student 
recruitment. 
 
Main duties and responsibilities 
 
Access and Student Recruitment 
Reporting to the Director of Access and Student Recruitment for this element of the role, the 
Communications Officer creates content across all communications platforms to promote Murray Edwards 
College to prospective students from under-represented ethnic minorities and economically disadvantaged 
groups and their networks of partners, including schools, colleges, parents/guardians and cultural 
organisations.  The Communications Officer will lead on a dynamic new strategy to reach these potential 
students on social media. 
 
Communications  
With guidance and approval from the President and key stakeholders, the Communications Officer oversees 
the College’s communications.  The post-holder is accountable for the planning and delivery of the 
communications plan, working in collaboration with other College departments to ensure consistency of 
message and alignment of content.  They plan, research, create and commission material across all 
communications platforms. 
 
In addition, they convene and chair the Communications Scheduling Group, which manages 
communications delivery across the College, with specific focus on student recruitment and alumnae 
communications.   
 
Publications  
The Communications Officer oversees the delivery of College publications, ensuring a consistency of 
message whilst maintaining the individuality of each publication according to its audience.  This includes 
producing student e-newsletters twice a term, and occasional newsletters to staff.  The Communications 
Officer also liaises with the alumnae relations and fundraising team to prepare content for alumnae 
publications.   
 
The post-holder works with key stakeholders and freelance journalists to provide content, and manages the 
delivery of the publication with the designers and printers.  
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Digital content creation and management 
The Communications Officer will oversee the creation of a new College website as part of an exciting 
transformation in College communications.  They will then oversee this website, editing and managing 
content and ensuring alignment with the overall College strategy.  Technical support is available from the 
IT team and external suppliers; the post-holder is the College contact for the latter.   
 
The Communications Officer is responsible for creating and curating the digital content of the website, 
including writing, photographs and video, based on the engagement objectives and strategic 
communications priorities of the College, working closely with key departments to ensure the messaging 
fits their aims.  In addition, they manage the content of the digital screens in College, providing 
communications specific to College members. 
 
Social media management and strategy  
The Communications Officer oversees the College’s presence on social media platforms, providing and 
collating content and planning for all College social media activities, to maximise the brand identity of the 
College.   
 
Media & PR  
The Communications Officer is the point of contact for all media and PR requests for the College, and they 
liaise with the appropriate College Officers to provide timely responses.  In addition, they work closely with 
the freelance journalists and PR professionals to manage the College’s media presence.  Where major 
potential stories arise, they will receive external support. 
 
Analysis & Reporting 
The Communications Officer analyses data, makes recommendations and contributes to progress reports 
in order to maximise the impact of communications across all platforms.  Using digital marketing tools and 
best practice, they ensure that all outputs are effective and tracked.   
 
The Communications Officers provides data for Freedom of Information requests, as appropriate.  
 
Other duties 
The Communications Officer may, on occasion, be asked to undertake other duties related to the role. 
 
Person Specification 
 
 Essential Desirable 
Qualifications 
required for the post: 

Degree required 
 
 

 

Level of skills, 
knowledge, 
experience required: 

Solid professional experience in communication 
effectively across all communications platforms, 
helping to create a vibrant social media presence 
and contributing to an effective website. 
 
Knowledge and experience of managing digital 
content management systems. 
 
Experience with social media platforms and 
management suites. 
 
Experience of writing, editing and producing 
written communications for targeted audiences. 
 

Experience of working within 
journalism 
 
Some knowledge of HTML and 
CSS, along with 
understanding/fluency in other 
web technologies would be 
desirable but not essential. 
 
Familiarity with a Higher 
Education working environment. 
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Familiarity with Google Analytics 
 
Experience of setting and working with branding 
guidelines 
 
Advanced communication and collaboration skills 
across a range of audiences including academic, 
alumnae, staff students, governing bodies and 
the wider public 
 
Relationship management skills to facilitate the 
buy-in and progress of the communications 
strategy across the range of parties involved 
 
Ability to conceptualise, create and deliver an 
organisational communications strategy 
 
Excellent social communication skills in addition 
to the high level of written and verbal 
communication requirements 
 
Sound organisational and administrative abilities 
 
Good team-working skills, including the ability to 
build consensus across teams in order to 
prioritise and manage work load 
 
Ability to manage a heavy workload and to 
deliver to tight deadlines, often unsupervised.  
 
Attention to detail 
 

Language skills 
required: 

Must have the ability to use English to an 
advanced and sophisticated level, both written 
and oral  
 

 

Personal attributes Energy, flair, adaptability and a willingness to 
learn 
 

 

 


