
Communications officer 
FEBRUARY 2013 

JOB DESCRIPTION 

 

   

Communications officer 
Twelve months fixed term contract (full time) 

Salary: £25,000 pa inclusive of location allowance 

Central London, WC1 

Closing date: 9.00am, 18 March 2013 

Interviews: 26 March 

Anticipated start date 1 May 2013 

About the role 
This is a new role to strengthen both communications and engagement with our member charities and the wider community. 
You will be involved in writing content, delivering an e-newsletter and planning, managing and marketing events such as 
workshops, seminars, awards and conferences.  

About you 

Excellent communication and interpersonal skills are essential. You will be educated to degree level with a flair for writing and 
great communications. You will need to be self-disciplined and adaptable with the ability to thrive in a busy environment with lots 
of challenges. Experience and understanding of the role of medical research charities and the biomedical research environment 
in the UK are desirable, but not essential. A demonstrable interest in biomedical research and/or the issues facing charities, will, 
however, be very important. 

This job may suit someone with a PhD or postgraduate science communication qualification, looking to rapidly develop their 
skills and experience in communications, events and project management, but such qualifications are not essential.  

About AMRC 

AMRC is the national membership organisation of leading medical and health research charities. Our vision is charities 
delivering high-quality research to improve health and wellbeing for all. 

Our strategy is to support members to meet their charitable objectives; to connect members to encourage collaboration and to 
share learning; and to influence the regulatory, policy and research environments. 

How to apply 

Please send your CV and a covering letter, which should outline your interest in applying for the role and explain how you meet 
the criteria, to Dr Sara Ellis, Head of member engagement and communications, AMRC, s.ellis@amrc.org.uk, by 9.00am 18 
March. 

 

Role of the communications officer 
Reporting to: 

Head of member engagement and communications 

Responsible for: 

Delivering communications and membership activities for AMRC 

Overall objectives: 

• Strengthen AMRC communications with our member charities, the research and policy communities 

• Support the medical research charity sector 

Relationships 

• AMRC is a small team and good communication between all team members is essential to working productively. 
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communications officer 
 

• Build relationships with research managers and science communicators at our member charities and related 
organisations. 

Key responsibilities 

Communications 

• Write the member e-newsletter – a fortnightly news roundup for member charities and stakeholders. 

• Work closely with the Head of member engagement and communications on an ongoing communications review 
delivering a new website for AMRC. 

• Develop new content for the AMRC website and blogs.  

• Responsible for keeping website up-to-date; drafting and publishing documents and content. 

• Contribute to other communication channels including social media. 

Membership 

• Communicate and engage with member charities to improve AMRC understanding of the diverse membership and 
support members’ engagement with AMRC activities. 

• Provide one-to-one support to members. 

Workshops and events 

• Coordinate our events and workshop programme. To include planning, liaising with venues, marketing, managing 
bookings, administration, preparing materials, running the event and post-event follow-up. 

• Develop the content and programme for communications-related workshops. 

• Support the Head of member engagement and communications to deliver and manage the AMRC Science 
Communications Awards – held to recognise the important role medical research charities play in engagement, 
involvement and public understanding of science. 

General 

• Maintain customer relationship management (CRM) database and networks to support communication work and 
member engagement. 

• Office administrative support and other duties as needed. 

Person specification 

Education and experience  

Graduate  E 

Experience of working in a communications role or organising events D 

Skills  

Excellent written and oral communication skills E 

Experience and proven ability in writing for the web D 

Excellent project management skills D 

Organised, with good time management skills and ability to prioritise competing demands. E 

Ability to work methodically and accurately with excellent attention to detail E 

Good interpersonal skills, able to work well with colleagues to exploit understanding of interrelated 
information 

E 

Positive attitude to work, open to learning and new ways of working E 

Analytical, good IT skills E 

Willingness to work flexibly when required E 

 


