
Recruitment Pack:
Communications Development Officer

1. Summary of terms

Contract type: 12 months fixed term contract (June 2021 - May 2022)
Hours: 25-37 hours per week subject to negotiation with the successful candidate, flexible working
patterns
Salary: £30,000 per annum pro rata
Annual Leave: 25 days per annum pro rata, plus 8 statutory Bank Holidays
Location: working from home
Responsible to: Director
Probationary period: 3 months
Pension: contributory pension of 3%
Welsh speaker: desirable

Secondments and job shares will be considered. We are a flexible and supportive employer.
Company laptop and mobile phone provided for the duration of the contract.

Closing date for applications: 23:59 on Sunday 18th April 2021
Interviews via Zoom: Monday 26th or Tuesday 27th April 2021
Anticipated start date: 1st June 2021
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2. About the Co-production Network for Wales

We’re a small non-profit, but what we do makes a difference across the Welsh public services
landscape. We are funded by our members, some charitable trusts and foundations, and our own
consultancy and training activity.

Our aim is to transform public services through co-production and citizen involvement. When citizens
and professionals work in partnership, services are improved and better meet people’s needs, and
communities grow in resilience. In the current landscape of dwindling public resources and increasing
demand, co-production and citizen involvement offer a compelling approach to bringing positive,
sustainable change to public services and communities.

Our remit is to grow good practice through our network of citizen and professional practitioner
members from across sectors and across Wales. We create and facilitate online spaces and
participative events which focus on learning, sharing, and turning conversation into informed action.
We offer capability building through training, advice and consultancy, in both strategic and delivery
organisations. We support policy and decision makers to shape a positive context for this work across
public services and communities. In a nutshell, we bring together people with a common vision: that
of a fairer and more sustainable Wales where everyone has a voice.

The team is currently made up of a Director and a Programme Manager, as well as a number of
associate consultants and support staff on flexible contracts. As a still young organisation, 2020 hit us
hard, and we’ve stayed afloat mainly through delivering consultancy and training with a skeleton crew,
who looked after comms and membership support on a voluntary basis around the edges of paid
work. We’ve managed to keep showing up, but it’s been hard going and there is so much more we
wished we could have done!

We’re fortunate to have been granted funding for 12 months, as part of Welsh Government’s Third
Sector Resilience Fund Phase 2, managed by the Wales Council for Voluntary Action.

This is why we’re now recruiting a Communications Development Officer who can help us catch up
on lost time, by developing robust strategies and sustainable plans around communications and
membership support, and getting their implementation under way.

We’re a small organisation with a lot going on, so you will play a key role in our friendly, digitally savvy
team. We will offer a high level of flexibility about working hours. We have no central location, so you
will be working predominantly from home and remotely via digital channels, with some in-person
meetings when the Covid-19 travel and gathering restrictions allow it. We work in Google Suite (Docs,
Sheets and Slides); we use Zoom for our online meetings; and we use Slack for our team
communications.

We will expect you to self-manage your time and energy, and you will be supported through monthly
reflective supervision meetings with your line manager; weekly check-in meetings around tasks,
progress and needs; and ongoing asynchronous team interactions.
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3. Job Description: about the role

We want you to develop our overarching approach to external communications and member support.
We need you to take a strategic overview of how the various activities, projects and workstreams fit
together, and help us shape plans that will serve the organisation for the next few years. Because
we’re a small team in the process of growing, as well as the development you will initially look after
some of the management of the Network’s communications on a practical level. New staff will come
on board in the coming year, who you will be able to hand over some day to day delivery to.

1. External communications: ensure that our key messages are communicated through a
variety of channels, to reach our diverse range of audiences

● Design an external communications strategy and implementation plan for 12 months; create
and lead delivery of quarterly plans to include priorities, messaging, and actions.

● Manage and develop our organisation’s communications capacity and outputs; this includes
working with external consultants and developing skills within the team.

● Liaise with policy, project and programme leads to develop messaging schedules and support
them to generate outputs suitable across all communications channels.

● Advise on website structure and content, and draft copy and updates; produce a strategic
development plan for the knowledge base part of the website, to include carrying out updates
and commissioning additional resources.

● Plan a programme of engaging public events (including digital and blended where
appropriate) and liaise with other team members around delivery, recording, and distribution.

● Manage the production of external facing communication including newsletters, social media
campaigns, and any audio/visual content.

● Link up with our e-learning content development group to coordinate approaches.
● Frame our organisation’s communications procedures and policy, including brand guidelines,

social media policy, monitoring and indicators, and quality control processes.
● Develop an impact recording and reporting process; monitor and report on agreed

performance indicators to feed into the monitoring reports that are presented to the board of
directors on a bimonthly basis.

2. Member communications: further develop our engagement, connection, support and
ongoing dialogue with our members

● Draft a members’ engagement and communications strategy and implementation plan for 12
months; engage with the wider membership and convene a group of key members to
research, review and support the shaping and delivery of quarterly plans.

● Develop a programme of member events in collaboration with key members; plan the
communications around this and liaise with the team around delivery, recording, and
distribution.

● Review existing members’ communication channels including e-updates and management of
the online community; develop more targeted and relevant plans, including better Welsh or
bilingual communications.

● Review and adjust the membership sign up and welcome processes.
● Ensure our systems keep building, and maintaining, positive supportive relationships with our

members; and develop better ways to connect people across the membership (as a network,
not a hub-and-spokes model); grow the engagement with us and with each other.
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● Review and tighten our systems for collection of membership demographics, run a campaign
to update the current data; and report on the gaps in our reach so we can develop plans to
address them.

● Develop an impact recording and reporting process; monitor and report on agreed
performance indicators to feed into the monitoring reports that are presented to the board of
directors on a bimonthly basis.

3. Organisational membership: review and launch to contribute to sustainable income
● Review our current model and costs of organisational membership (soft launched February

2020); including the membership benefits and process of commitment, onboarding and
support.

● Set objectives and milestones, and develop a communications campaign to launch
organisational membership this year and sign up new organisational members; liaise with the
team for the implementation.

● Consider other sources of income to contribute to core funding e.g. fundraisers and donations.
● Develop an impact recording and reporting process; monitor and report on agreed

performance indicators to feed into the monitoring reports that are presented to the board of
directors on a bimonthly basis.

4. Person Specification: about you

Our dream person will have the following attributes:
● Curiosity: You’re into learning and understanding new things.
● Broad view: You ask why and seek to understand the underlying drivers behind decision

making, you listen in a way that helps you to challenge assumptions and bring new ideas to
the table.

● Outcomes focus: You care about the difference what we’re producing can make to people’s
lives (outcomes), not just making the things (outputs).

● Communication: You can get ideas out there clearly, with a range of different people.
● Relationships: You can build strong, trusting relationships with a wide range of people, even

those who don’t work in the same way as you.
● Inspired by digital: You don’t need to be an expert but you’ve had enough experience of it to

be excited about what can be done now on web, mobile and other platforms, and about what’s
coming next.

● Design flair: You recognise good design when you see it, you have a sixth sense for what a
good user experience looks and feels like.

● Attention to detail: You pay attention to the details that will make something you’ve produced
feel easy and elegant, you leave things more organised than you found them, and you keep
track of performance and results to learn and improve.

● Empathy: You can put yourself in others’ shoes and understand things from their perspective
(our members, stakeholders, citizens, clients and colleagues), your interpersonal skills allow
you to pitch content and messaging to different audiences.

● Self-awareness: You cultivate your emotional intelligence, you are committed to reflection
and learning, including from failures and uncertainties.

● Heart: You care about social issues, and they’re the kind of problems you want to help
address.
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The above is for context. When you apply, please respond to the criteria in the table below; give at
least one specific example per criteria and if you can, give several.

Essential Desirable

1. External communications

1.1. You have experience of implementing communication strategies X

1.2. You have experience of developing communication strategies X

1.3. You are skilled at identifying and meeting various audiences’ information
needs X

1.4. You are skilled in producing engaging content for a variety of platforms
including websites, newsletters and social media X

1.5. You have experience of organising, producing and facilitating digital events for
different audiences X

1.6. You have experience of compiling communications procedures and guidelines X

1.7. You have experience of monitoring and reporting on performance indicators X

2. Member communications

2.1. You have experience of developing and delivering network strategies,
including building and supporting networks, both through online forums and offline
meetings and events

X

2.2. You have experience of engagement / user research / user centred design X

2.3. You understand what a good user experience looks and feels like, especially
(but not exclusively) in a digital environment X

2.4. You have experience of analysing user data to improve systems and
processes X

3. Organisational membership

3.1. You have experience of managing memberships and memberships models X

3.2. You have experience of planning and delivering a communications/marketing
campaign X

3.3. You have experience of fundraising communications X

4. General

4.1. You have strong written and oral communication skills in English X

4.2. You are able to communicate in Welsh, written and oral X

4.3. You are comfortable working independently, drawing on your own initiative X

4.4. You have experience of developing and managing multiple communications
projects simultaneously X

4.5. You have experience of working in a start-up, Community Interest Company,
or small charity X
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5. How to apply
Representation of diverse communities is something that we are actively working on, and we
particularly encourage applications from Black, Asian and minority ethnic people, people who identify
as being LGBTQ+, people with disabilities, people who have a mental health condition, and anyone
from a community that has traditionally been under-represented in mainstream social change and
third sector organisations.

If you require any reasonable adjustments to the process, please let us know so we can support you
as necessary. We commit to offering a guaranteed interview to disabled candidates who meet the
minimum requirements (essential criteria) for the role.

You can apply in Welsh or in English; writing to us in Welsh will not cause a delay.
If you’re offered the role, you will need to provide proof of entitlement to work in the UK.

If you would like to speak to someone about any aspect of this opportunity before applying, or require
information in an alternative format, please contact Rachel Wolfendale on rachel@copronet.wales or
 07761 498 939, in Welsh or in English.

To apply, please send your C.V. along with a supporting letter which addresses the Job Description
and the criteria presented in the Person Specification. Please also include:

● details of two references (we won’t contact them until after the interview process, and we’ll
check with you first);

● details of the notice period you would have to complete, for an indication of when you could
start.

Please also complete the Equality and Diversity Monitoring Form via this online survey form, when
you submit your application: http://bit.ly/coproform3
Your responses will be anonymous, and your data will be aggregated with other applicants’ forms to
help us monitor how we are reaching a diversity of communities with our recruitment.

Send in your application by email to jobs@copronet.wales / swyddi@copronet.cymru by 23:59 on
Sunday 18th April 2021.
If you are shortlisted for an interview we will contact you by email on Tuesday 20th April, to ask you to
book into an available interview slot.
Interviews will take place on Monday 26th or Tuesday 27th April via Zoom.
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