
	
	
	

	

Job description: Senior Communications Officer 
 
1. General 
 
Job Title:   Senior Communications Officer 
Location:   London 
Reporting to:   Senior Communications Manager 
Responsible for:  External consultants 
Contract:   Full-time, permanent 
 
2. Organisational information 
 
Conciliation Resources 
 
Conflict is difficult, complex and political. The world urgently needs to find different 
ways to respond. Conciliation Resources is an international organisation committed to 
stopping violent conflict and creating more peaceful societies. We work with people 
impacted by war and violence, bringing diverse voices together to make change that 
lasts.  
 
For over 25 years, we have been making peace possible. We currently have over 80 
full and part-time staff members, working mainly out of the London and Australian 
offices. We work with over 70 locally-based and international partners worldwide.  
 
Fundraising and Communications team 
 
The Fundraising and Communications team currently consists of seven members of 
staff at different levels, who work across a broad range of activities. In addition to the 
Director of Fundraising and Communications, the team has three dedicated staff 
members currently focused on donor relationship management and fundraising, and 
two on communications.  
 
The Fundraising function is responsible for management of Conciliation Resources’ 
strategic funders, the generation of unrestricted income and providing fundraising 
support to the wider organisation. The majority of funding currently comes from 
government grants and this will remain a key focus, with some time also spent on 
developing new funding streams – such as trusts and foundations, high-value 
individual donors and corporations.  
 
The Communications function has oversight over all areas of organisational 
communications including the website and digital communications, branding, media 
relations and production of content.  
 
The Fundraising and Communications team work closely with other staff members 
across Conciliation Resources to provide specialist support and advice to colleagues 
and to develop and implement strategies.  
 
 
 
 
 



	
	
	

	

3. Job overview 
 
Job purpose 
 
The Senior Communications Officer is a broad role which provides support and 
coordination across all areas of communications to ensure the implementation of 
Conciliation Resources’ communications strategies. This is done by developing 
content which highlights the organisation’s work and achievements for the website and 
digital channels; creating communications campaigns and products that raise visibility 
among the public and media; managing multimedia libraries; coordinating specific 
communications activities and helping to ensure the smooth running of the 
Communications team’s activities, monitoring and reporting. 
 
Scope and accountability 
 
The Senior Communications Officer works as part of the Fundraising and 
Communications team to deliver a diverse range of tasks across digital, non-digital and 
internal communications. They provide support to the Senior Communications 
Manager, the Director of Fundraising and Communications, and the wider organisation 
in ensuring the planning, drafting and distribution of informative, engaging and timely 
content. In addition, the postholder will coordinate the distribution of digital newsletters 
and perform a coordinating role in drafting and updating content plans in line with the 
communications strategy.  
 
With a focus on improving how we tell the story of what we do, the Senior 
Communications Officer will take responsibility for updating and maintaining 
Conciliation Resources multimedia library, and liaising with programme teams to 
collate information, photographs and case studies. When relevant, they will engage 
with external stakeholders and the media to raise the profile of Conciliation Resources 
and our work, and play a key role in the monitoring and evaluation of communications 
outputs.  
 
They will also provide training and guidance to staff across the organisation on using 
communications platforms and tools, and alongside other Communications’ team 
members, will act as brand champion – promoting use of brand templates and 
supporting staff in reflecting Conciliation Resources’ brand and values. 
 
Safeguarding  
 
CR is deeply committed to keeping people safe from harm, whether they are personnel 
or those who come into contact with our work.  
 
The Senior Communications Officer is responsible for contributing to a positive 
safeguarding culture in their team and assisting with the implementation of 
safeguarding practices within the area that their team works on. 
 
 
 
 
 
 
 



	
	
	

	

4. Specific tasks and responsibilities 
 
Content creation and promotion 
 

• Work with the Senior Communication Manager to keep Conciliation Resources’ 
digital channels up-to-date, by planning and publishing compelling content, 
including text, images and video. 

• Create high-quality written and visual content (including video) for our online 
and offline communications channels, and take the lead on specific 
communications campaigns, with support from the Senior Communications 
Manager as necessary. 

• Plan, create and distribute Conciliation Resources’ monthly e-newsletter, and 
feed into the ongoing development of this platform. 

• Co-ordinate the creation of quarterly content plans, helping to identify the most 
compelling stories and effective ways of communicating our work. 

• Keep abreast of the latest innovations in communications and make 
suggestions for new ways of telling the story of what we do. 

• Manage Conciliation Resources’ multimedia resource library, including 
sourcing photographs, commissioning photographers and training staff, to 
ensure we always have a bank of strong images to reflect our work. 

• Oversee Conciliation Resources’ Google Adwords account, creating targeted 
advertising to support brand awareness and to promote key campaigns. 

• Monitor and evaluate our digital performance (website, social media and e-
newsletter), through the use of various analytics tools, and feed back to the 
wider Communications team. 

 
Media and public relations  
 

● Identify opportunities for, and support others in, the promotion of Conciliation 
Resources’ work to a wide range of audiences through a variety of media, 
including social media. 

● Assist with obtaining appropriate coverage for Conciliation Resources through 
responding to media enquiries, pitching stories, and organising interviews for 
Conciliation Resources’ staff. 

● Using a media monitoring platform, monitor, record and report on Conciliation 
Resources’ media coverage and coordinate media activities across the 
organisation, alongside the Senior Communications Manager. 

● Keep track of and research relevant external news and information sources, 
compiling weekly reports and updating the Communications team and other 
teams. 

 
Branding, internal communications and programme support  
 

• Contribute to the creation and maintenance of branding and other guidelines, 
toolkits and templates for staff. 

• Champion Conciliation Resources brand, promoting correct use of brand 
templates, descriptions and guidance internally, and reflecting our values and 
identity externally. 

• Provide coaching, guidance and training to Conciliation Resources’ staff on the 
use of internal platforms, communications approaches and specific tools, 
including social media, the intranet, our multimedia library and website Content 
Management System. 



	
	
	

	

• Develop strong internal relationships and information-sharing across 
Conciliation Resources, including via the intranet and other channels. 

• Act as a lead contact for allocated programme and policy teams, eliciting 
information from colleagues and supporting them with specific communications 
activities. 

 
Other 
 

• Assist with the compilation of reports to the Executive Management Team and 
Board. 

• Participate and take notes in team and organisational meetings or working 
groups as required. 

• Participate in monthly line management meetings and annual performance 
appraisals, and assist with staff recruitment processes as required 

• Support the delivery of cross-team and cross-organisational learning led by the 
Fundraising and Communications team and actively participate in learning 
initiatives within Conciliation Resources. 

• Positively engage in Conciliation Resources’ work on safeguarding and help us 
all to keep people safe. 

• Perform other duties and tasks, consistent with the skills and expertise of the 
post-holder, as required in non-routine circumstances. 

 
5. Person specification 
 
Experience and knowledge 
 

• Extensive experience of writing for different audiences and for different 
communications channels. 

• Knowledge of different communications approaches, including social media 
platforms and experience of communicating effectively via these platforms. 

• Knowledge and experience of creating different types of content, including 
social media posts, articles and video/audio content. 

• Experience of administration, including maintaining electronic databases and 
filing systems. 

• Experience of working in a team and supporting others. 
• Previous experience in a Communications or related role. 
• Experience of using website Content Management Systems, Google Analytics 

and/or Google Adwords (desirable). 
• Understanding of the media and experience of securing media coverage for an 

organisation (desirable). 
• Experience collating case studies, photographs and other materials for an 

organisation and maintaining a multimedia library (desirable). 
• Interest in, and some knowledge of, conflict issues, peacebuilding and/or 

international development. 
 
Skills and attributes 
 

• Excellent writing skills, with the ability to convey information in a compelling 
and concise way and to re-package complex or technical content in an 
accessible format. 

• Good research and analytical skills, with excellent attention to detail. 



	
	
	

	

• Excellent interpersonal skills and the ability to engage with and influence others 
across a team and organisation. 

• Strong project-management skills with the ability to manage small 
communications projects. 

• Good computer and IT skills with the ability to learn new systems and platforms 
(essential), and the ability to use tools such as InDesign and iMovie (desirable). 

• Well-organised with the ability to manage a complex and varied workload and 
juggle competing demands. 

• Creative, flexible and self-motivated character with openness to new ideas. 
• Sympathy for and alignment with Conciliation Resources’ goals and values. 
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