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UNISON 
 Communications officer  

Communications Unit 
REF: CCP/9 

 
 
 
 
Job Description 
 
Grade:  4 
 
Starting salary: £46,401 including London Weighting 
 
Hours: 35 per week 
 
Location: UNISON Centre, London NW1 
 
Reports to: Editorial manager 
 
 
Overall summary 
 
UNISON is the UK’s largest union, representing some 1.3 million people working in 
local government, the NHS, schools, police staff, utilities, the community and 
voluntary sector and for private companies providing public services. 
 
We’re looking for a communications professional with strong writing, editing and 
digital skills and experience but matched with great communication skills and 
judgement. 
 
You’ll work as part of our small dedicated editorial team within a wider 
communications department which includes in-house designers and campaign 
planners. 
We need a content specialist who’s able to work with colleagues and internal 
stakeholders at all levels of the union to develop strong and user-friendly content 
both in print and online – sometimes from unpromising beginnings! 
 
You’ll be able to interview a range of members, activists and decision-makers and 
create engaging copy but you’ll also be able to turn organisational information and 
reports into engaging data-led content. 
Sometimes you’ll be working on key organisational knowledge – helping to make it 
available and useful to our members and activists, and at other times, you’ll be 
contributing to major external marketing and recruitment campaigns or high level 
issue-led campaigning. As well as working on content being regularly fed into our site 
and social media, you’ll work with colleagues and internal clients to develop digital 
campaigns and ensure best use of our digital channels. 
 
Taking into account our house style and a political environment, you’ll be able to 
work closely with stakeholders and clients to help them match their communications 
needs with our magazines, on film, on our website and other digital channels. 
 
You’ll have a good understanding of different content styles and be able to think 
strategically both about the most effective way to present content online and market it 
to gain as bigger audience as possible. 
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You’ll have good social media skills and knowledge of how to use these channels as 
part of an integrated communications strategy. 
 
You may be asked to lead small project groups or teams around specific pieces of 
content development, reporting in to managers and colleagues appropriately. 
You’ll have experience of working on content management systems and within 
workflows.  
 
Responsible to:  
 
Editorial manager 
 
Key responsibilities: 
 

 Research, write and sub-edit copy. 

 Contribute fully to the Editorial team and provide online and print content for our 
range of member and activist magazines and e-newsletters. 

 
 

 Work with officers of the union and other internal clients to develop and support 
engaging and effective communications and campaigns across our key digital 
and social media channels. 

 

 Plan consistent editorial content and messaging across our key print and digital 
channels. 
 

 Project plan, schedule work, progress chase and order priorities. 
 

 Work closely with our design team on design and layout using industry-standard 
software on a Mac-based system. 

 

 Advise UNISON staff, internal clients and partner organisations on 
communications solutions, ensuring these meet the needs of the union and the 
end-user. 

 
 

 Contribute to the development of innovative communications and campaigns 
plans across digital, social and print media. 

 

 Work as part of a creative team. 
 

 Co-ordinate and liaise with other teams to foster positive and effective working 
practices. 
 

 Understand, work within and promote UNISON’s aims and values, objectives and 
priorities as decided by the general secretary, senior officers and the national 
executive council. 
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UNISON 
 

Communications officer,  
Communications Unit 

Ref: CCP/9 
 
Person specification and selection criteria 
 
UNISON is an equal opportunities employer, committed to providing equal 
opportunities regardless of race or ethnic origin, gender identity, family situation, 
sexual orientation, disability, religion or age (up to 65). This person specification is 
designed to help members of interviewing panels judge the qualities of the 
interviewees in a systematic and consistent way and in accordance with UNISON’s 
equal opportunities policy. It is given to all job applicants for information. 
 
Assessment code 
 

A- Application form 
P-  Presentation 
P-  Panel Interview 

 
 

Heading Selection criteria Assessment 
Method 

1. Knowledge 1.1 Experience writing news and features. 
1.2 Confident of interviewing a wide range of 

people from members and activists to MPs 
and decision-makers. 

1.3 Highly-skilled in digital communications with 
experience of publishing to digital platforms 
to a high standard and encouraging 
innovation. 

1.4 Sound knowledge of different content formats  
1.5 Knowledge and experience of social media, 

especially Facebook and Twitter. 
1.6 Good understanding of the use of video as a 

content tool. 
1.7 Understanding of workflows. 
1.8 Experience in industry standard software 

including Photoshop. 
1.9 Experience of working to quality standards. 
1.10 Knowledge of Google Analytics with 

ability to drill down to identify and monitor key 
trends. 

1.11 Experience of project management. 
1.12 experience in using website content 

management systems such as WordPress 
and email management systems such as 
Message Focus 

A/PI/P 
 
A/PI/P 
 
 
A/PI 
 
A 
A/I/P 
 
 
A/PI 
 
A/PI 
A/PI 
A/PI 
A/PI 
 
A/PI 
A/PI 

2. Thinking 
skills 

2.1 Ability to understand and promote UNISON’s 
campaign objectives and political nuances and 
develop content to enhance our campaigns, 
communication and recruitment agenda. 
2.2 Ability to advise colleagues, clients and 
officers at all levels of the union on how to 

A/PI/P 
 
 
 
 
A/PI 
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develop content. 
2.2 Experience of thinking strategically about 
content and working out the best way to present 
it both in print and online. 
2.3 Ability to take an audience-focused view of 
communications solutions. 
2.4 Ability to generate innovative online solutions 
and win support for their implementation. 
2.5 Ability to research, learn and enjoy new tools 
and technologies as a way of engaging 
audiences with content. 

 
 
A/PI 
A/PI 
 
A/PI/P 
 
A/PI/P 

3. Interpersonal 
& 
communications 

3.1 Excellent interpersonal and communication 
skills including: 

 Writing copy 

 Editing and sub-editing using house style 

 Ability to transform reports and documents 
into sparkling content 

 Drafting engaging copy for emails, websites 
and social media 

 Good phone manner. 
3.2 Ability to advise and guide senior staff and 
lay members with tact and sensitivity. 
3.3 Good people skills, especially in dealing with 
key content stakeholders throughout the 
organisation. 
3.4 Ability to work collaboratively with colleagues 
in the communications team and across the 
union.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             

A/PI/P 
 
 
 
 
 
 
 
 
A/PI 
 
A/PI 
 
 
A/PI 

4. Physical skills 
(with DDA 
modification 
where 
necessary) 

4.1 Keyboard skills A 

5. Initiative & 
independence 

5.1 Ability to organise, prioritise and schedule 
work within an agreed set of priorities or work 
programme. 
5. 2 Ability to work from a brief and develop a 
web campaign plan, negotiating with colleagues 
and clients as appropriate. 
5.3  Ability to lead on particular areas of work and 
report to managers and other colleagues. 
5.4 Ability to come up with content ideas 
5.5 Ability to enjoy new ways of telling stories 
online using multimedia such as films, images, 
charts and timelines. 

A/PI 
 
 
A/PI 
 
 
A/PI 
 
A/PI 
A/PI 

6. Team working 6.1 Experience of working as part of a creative 
team. 
6.2 Ability to influence and negotiate with 
colleagues while maintaining a positive and 
creative working relationship. 
6.3 Ability to join and contribute to short term or 
ad hoc working groups around particular projects. 
6.4 Ability to lead small work groups around a 
particular area of content development. 

A/PI 
 
A/PI 
 
 
A/PI 
 
A/PI 
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7. Responsibility 
for resources 

7.1 Experience of working with organisational 
knowledge and information resources. 
7.2 Ability to monitor and manage analysis of 
web statistics. 
7.3 Ability to work with contractors and 
colleagues within an agreed budget on particular 
pieces of work or projects. 
7.4 Ability to assess cost-effectiveness of 
communication channels and provide advice on 
resources required, working within agreed 
budgets. 

A/PI 
 
A/PI 
 
A/PI 
 
 
A/PI 
 
 

 

Other Information: 
 
Please send 3 copies of the completed application form along with a copy 
of the recruitment and monitoring form to: Jo Whelan at 
j.whelan@unison.co.uk, Please quote ref: CCP/9.  

Completed and signed application forms must be received by no later than 
5pm on 21 June 2019.  

Interviews will take place week beginning 1 July 2019. 
 

mailto:j.whelan@unison.co.uk

