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JOB DESCRIPTION   

Communications Officer 
 

Function: To support the communications team in the creation and delivery 
of communications & marketing materials and to support 
management of our digital communications platforms and content. 
Participating in the development of creative concepts for external 
and internal audiences.  

 
Responsible to: Head of Communications and Marketing  

Kent Wildlife Trust 
Kent Wildlife Trust is a flexible employer that aims to be one of the best employers in the environment 
sector in the southeast. It is one of the largest of the 47 Wildlife Trusts, which together make up the 
Wildlife Trusts Partnership.  We are supported and governed by our 32,000 members, and have the 
simple ambition of enabling the recovery of Kent’s wildlife.  To this end, we own or manage some 65 
nature reserves covering over 8,100 acres; we campaign and lobby politicians, decision makers and 
landowners to ensure site protection and good habitat management; and we run a full programme of 
education work with schools, colleges and adult groups.  The Trust also has three Visitor Centres. 

 
The Trust operates from its headquarters at Tyland Barn, just north of Maidstone.  It is composed of 
over 100 professional and support staff who work within teams including Estates, Conservation Delivery 
& Partnership, Conservation Policy & Evidence, People Engagement, Marketing and Fundraising, 
Finance and Support Services. 

 
Visit our website to see the range of our activities – www.kentwildlifetrust.org.uk. 

Job Purpose  
You will be a part of Kent Wildlife Trust’s Communications team, within the Fundraising and 
Marketing department. You will support the creation, delivery, management and evaluation of 
marketing and communications materials and content across all platforms.  

 
This post draws together a number of tasks that are crucial in providing support to deliver 
targeted communications to key audiences to raise profile and engage staff, supporters, 
visitors, volunteers and partners with our work. 
 
This is a post which will use a broad mixture of skills built on wide, hands-on experience.  The 
qualities of the individual appointed to the post will play a large part in determining the nature of 
the job.  

 
 
 

http://www.kentwildlifetrust.org.uk/
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JOB DESCRIPTION   

 

1  Principal Duties 

 
1. Marketing: to work with the marketing and communications team and other members of 

staff to support the creation and delivery of materials and to help champion a strategy of 
high quality, strategic content. This will include; 
 

o Maintaining and updating the websites for Kent Wildlife Trust, Kent Wildlife Trust 
Consultancy and Wilder Carbon 

o Social media: 

▪ Creation and scheduling of materials to support Kent Wildlife Trust’s 
activities, such as our bison release project and wilder carbon. 

▪ Engaging with the public and partners, seeking out opportunities for 
further fundraising, brand awareness and advocacy. 

▪ Identify ways to integrate social media into other activities including the 
website, at events and on reserves. 

▪ Work with the marketing and communications team to provide social 
media guidance and support for colleagues across the organisation. 

o Supporting management, creation and delivery of our supporter and e-newsletter 
emails. 

o Supporting creation and delivery of some printed literature such as our 
membership magazine, annual report and one-off campaign focused items. 

o Supporting regular reporting which will inform future activity and strategic 
direction, including the implementation of analytics tools – e.g. Google Analytics 
and production of regular metrics – reach, traffic, leads, membership sign ups, 
conversions. 
 

2. Share with all staff a common duty to recruit members and volunteers, raise funds and 
enhance the good reputation of Kent Wildlife Trust wherever the opportunity arises. 
 

3. Have due regard to health & safety issues in line with the Kent Wildlife Trust H&S 
Policy,  

 
4. Any other duties as reasonably required by your Line Manager, Director or the Chief 

Executive. 
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JOB DESCRIPTION   

 

2 Skills and Experience 

 
You will have significant demonstrable experience in: 
 

Experience Essential Desirable 

Have demonstrable experience in online communications  x  

Possess a high level of written English. x  

Working with brand guidelines to good effect x  

Working with publications and printed materials x  

Monitoring and digital analytics tools  x  

Identification of opportunities for imaginative content, operating 
journalistically where necessary. 

 x 

Design; including graphics and digital; and relevant software packages 
including Adobe Photoshop, InDesign and Illustrator. 

 x 

Production and editing of film and audio.  x 
 
You will be able to demonstrate: 

 
Skills and qualities 

Essential Desirable 

A passion for environmental and conservation issues x  

Dynamic and creative, with an imaginative approach to communications x  

An ability to communicate clearly, accurately and concisely – both in writing 
and face-to-face 

x  

Ability to build purposeful relationships both in person and online x  

Ability to creatively distil complex topics into engaging and inspiring content 
and messaging 

x  

Team player, able to work with various departments to coordinate activities. x  

Self-motivation with a proven ability to prioritise workloads and meet 
deadlines 

x  

Highly efficient administration and excellent IT skills x  

Ideally degree educated, but educated to ‘A’ level or equivalent as a 
minimum 

 x 

 
Expected level of competencies Band 1  

• Takes ownership and delivers consistent and reliable performance. 

• Uses Kent Wildlife Trust procedures plus other information to evaluate options and determine an 
appropriate course of action within their team. 

• Takes ownership and manages own time and resources to get things done to time and quality standards. 

• Is tuned-in to the expectations of Kent Wildlife Trust’s ‘customers’; looks for ways to personally improve 
quality. 

• Is approachable, supports others, and helps create a positive team atmosphere. 

• Clarifies tasks and activities; trains and supports colleagues. 

• Establishes effective working relationships with colleagues, members, external stakeholders, and other 
customers. 

• Understands and can clearly articulate Kent Wildlife Trust’s vision and mission, and personally adds value 
where possible. 
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3 Other Considerations 

1. The post is advertised as a full-time post. Flexible working arrangements will be considered providing that 
they apply throughout the year. 

2. The post is offered on a permanent basis. 
3. Appointment will be subject to a six month probationary period. 
4. No person shall be treated less favourably than another on the grounds of gender, sexual orientation, 

marital status, race, ethnic or national origin, religion, colour, age or disability. 
5. Appointment is conditional upon receipt of satisfactory references. 
6. The Trust operates a no smoking policy. 
7. Kent Wildlife Trust is an equal opportunities employer and applicants for staff vacancies shall be short-

listed for interview and appointed purely on the grounds of their suitability for the post as laid out in the 
advertised job description 

8. All staff share a common duty to recruit members and volunteers and enhance the good reputation of the 
Trust whenever the opportunity arises. 

9. Kent Wildlife Trust aims to actively enhance, wherever possible, the opportunities for people with 
disabilities to experience, understand and enjoy the natural environment.  All staff share the responsibility 
in achieving this.  Further information is available from the Head of People Engagement. 

10. Under Section 7 of the Health and Safety at Work Act 1974, all staff have a legal responsibility to: 
a. take all reasonable care of their health and safety while at work; 
b. ensure as far as reasonably practicable the safety of other persons,  

                  whether other employees or members of the public, who may be 
adversely affected by their own actions 

c. co-operate with the Trust to enable it to discharge its obligations  
 satisfactorily 

 
 

4 Employment Package 

The salary for the Communications Officer post is up to £22,000 p.a 
 
Normal working hours are a 37.5 hour week, which may occasionally involve some evening and weekend 
working. Some flexibility will be possible within the demands of the post. Overtime is not paid, but time may be 
taken off in lieu. The Kent Wildlife Trust holiday allowance for full time workers is 23 days a year plus 8 days’ 
statutory holidays. 
 
After 3 months in post, eligible staff will be automatically enrolled into a workplace pension scheme. Trust will 
contribute 9% of gross salary provided the employee contributes a minimum of 4%. 
 
Closing date 10th May 2021, 12pm 
 
Interviews will take place on 18th & 19th May 2021.   

 


