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Dear Applicant,  
 
Job title: Writer/Editor 
Job Reference No: NAS-WET 
 
Thank you for your interest in this role. In this pack, you’ll find information that will help you to complete 
your application.  
 
To apply for this role, please complete the application form provided with this pack and return it to us by 
the closing date. CVs will not be accepted in any circumstances. Please let us know if there are any 
dates during the recruitment timetable (see below) when you will not be available.   
 
You will also have received an equal opportunities monitoring form. We ask for this information for equal 
opportunities monitoring purposes, in line with our commitment to equality and diversity. However, you 
do not have to complete this form.  
 
Applications should be sent to us via email, post or fax.  
 
HR Team  
The National Autistic Society 
393 City Road 
London 
EC1V 1NG 
 
Email: recruitment@nas.org.uk 
 
Fax: 0207 903 3758 
 
We suggest that you email your application to us if possible, to avoid delays. 
 
Unfortunately, we cannot respond to all applications. If you have not heard from us within three weeks of 
the closing date, please assume you have not been shortlisted for interview on this occasion.   
 
Recruitment timetable for this role 
 
Closing date for applications Friday 28th June 2013, 5 pm 
Interviews/tests Week commencing 1st July 2013 

 
If you have any queries, please contact our HR team on 020 7903 3575 or recruitment@nas.org.uk.  
 
We look forward to hearing from you. 
 
Yours sincerely 
 
 
 
 
 
Tasmia Ashraf 
HR Officer (Graduate Trainee) 
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About The National Autistic Society   
 
The National Autistic Society (NAS) is the leading UK 
charity for people with autism (including Asperger 
syndrome) and their families. We provide information, 
support and pioneering services, and campaign for a 
better world for people with autism. 
 
We were formed in 1962 by a group of parents who were 
passionate about ensuring a better future for their children. 
Today, we have a head office in London, national offices in 
Northern Ireland, Scotland and Wales, and a network of 
regional offices and volunteer-run branches.   
 
Across the UK, we have more than 3,000 staff employed in a 
wide variety of roles, from teaching staff to family support 
workers; campaign officers to speech and language 
therapists; and helpline advisers to administrators.  
 
You’ll find more information about us on our website: 
www.autism.org.uk. 
 

Our vision 
We want a world where all people living with autism get to lead the life they choose. This means a world 
where everyone living with autism: 

• gets the support, education and training they need  
• lives with dignity and as independently as possible  
• feels part of their community and wider society  
• is understood by all professionals who support them  
• is respected for who they are by a knowledgeable public. 

Our mission 
We will transform understanding of autism, and make sure everyone living with autism gets the support 
they need.  

• We will provide the best possible education and support.  
• We will share our learning and experience.  
• We will have a skilled and committed workforce.  
• We will involve, inform and empower people living with autism.  
• We will champion the rights and interests of people living with autism. 



Our values 
 
We are straightforward 
We tell people what we believe to be the truth about autism, its effects, causes and interventions. They 
have the right to know it – even if it is not always what they want to hear. 
 
We are demanding 
We won’t stand for situations where people affected by autism do not receive the help, support and 
understanding they deserve. 
 
We enlighten  
We give people the information they need to understand autism, make crucial decisions and live better 
lives. 
 
We are experts 
Autism is complicated and can challenge us. But 50 years of living with autism has given us an 
unparalleled level of understanding. 
 
We are passionate  
We were formed by a group of parents who were passionate about ensuring a better future for their 
children. That passion is still behind everything we do today. 
 

 



 

What we do 
We have nearly 20,000 members, around 100 branches and provide:  

• information, advice, advocacy, training and support for individuals and their families  
• information and training for health, education and other professionals working with people with 

autism and their families  
• specialist residential, supported living, outreach and day services for adults  
• specialist schools and education outreach services for children  
• out-of-school services for children and young people  
• employment training and support and social programmes for adults with autism.  

A local charity with a national presence, we campaign and lobby for lasting positive change for those 
affected by autism in England, Northern Ireland, Scotland and Wales. 

 

http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=1DA56EE78985489DADBB0CA03C611D4E&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=41E4664237964B7491267B10E54698BE&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=B4AC3487F7FB4CE98FAFA7BE759399D8&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=B8B080E0157D48429EBDB73CA1BF6520&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=EF6B2F2C236449759D664B26F00C14CE&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=ACB2F7F4D144456496D5DC35BA79F8B9&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=54C95AE61EC44731A1F391BFE548DC10&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=F247FBECDBE94E60B7EE547C698C272D&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=C7E7B3B3E0594457BD7928D40F5F2172&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=88866374EFE44C43833082556694C360&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=B595C1714A644B378118270DCE532865&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=75ABB310B3544289BA70472C17E5EB70&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=A6BEDF023AA74F4BA22A147D6FE78574&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=16429EE5B4594A8C93C937C050E3C698&_z=z
http://www.autism.org.uk/news-and-events/about-the-nas/who-we-are/~/link.aspx?_id=10CFA83AE9484762B4D3021B070A41C4&_z=z


Our story 
We started in 1962 as a small group of friends who were 
frustrated at the lack of understanding and help available 
for us and our children. Since then, we have grown into the 
UK’s leading autism charity but our vision remains the 
same: a world where all people living with autism get to 
lead the life they choose. 

1962. First meeting of founding parents 
A group of parents come together to start what will later be 
called The National Autistic Society. 
 
1963. First NAS logo developed 
The first NAS logo is designed by a parent member of the 
Executive Committee, Gerald Gasson, and uses the symbol of 
a puzzle piece. 
 
1965. Sybil Elgar School opens 
Sybil Elgar is asked by some of the founding parents of the 
NAS to teach their children. Since it opened, 383 students have 
attended the NAS Sybil Elgar School in Ealing, London.  
 
1967. First issue of Communication magazine 
The first issue of our members’ magazine, Communication, is published. 
 
1968. Helen Allison School opens 
Due to the popularity of our first school, Sybil Elgar suggests the NAS opens a second school in 
Gravesend; it is named after the first General Secretary, Helen Allison, upon her retirement. 
 
1974. Somerset Court opens 
The residential community in Brent Knoll, Somerset opens to provide continued support and care for 
students leaving Sybil Elgar School, and others.   
 
1974. Radlett Lodge School opens 
The school is in Radlett in rural Hertfordshire and supports children and young people with autism aged 
four to 19. Since it opened, 291 students have attended the school. 
 
1976. Robert Ogden School opens 
The school, originally situated in Wath upon Dearne, Rotherham and called Storm House, is in 
Thurnscoe, near Rotherham in South Yorkshire. The school supports children and young people with 
autism aged seven to 19. Since it opened, 480 students have attended the schools. 
 
1982. Renamed The National Autistic Society 
In 1982 the charity changes its name from The National Society for Autistic Children to The National 
Autistic Society. 
 
1985. Broomhayes School opens 
The school, originally in Westward Ho!, Devon, and now in Bideford, Devon, is opened by our royal 
Patron, Her Royal Highness The Princess Royal. 
 
 



1992. Autism Accreditation launched 
The National Autistic Society and a network 
of affiliated local societies launch the quality 
assurance programme. 
 
1994. NAS Cymru office opens 
The NAS Cymru office opens in Cardiff. 
 
1995. NAS EarlyBird starts 
The EarlyBird programme is for parents 
whose pre-school child receives a diagnosis 
of autism.  
 
1995. NAS Scotland office opens 
The NAS Scotland office opens in Glasgow. 
 
1995. Prospects opens its doors 
Prospects is our employment and training service for people with Asperger syndrome looking for 
employment. 
 
1997. Autism Helpline opens 
The helpline is established started in order to answer the increasing number of calls and enquiries the 
organisation receives. 
 
1997. Jane Asher becomes NAS President 
Jane, having already been a Vice-President for some years, is made President of the NAS in recognition 
of all her hard work for people with autism. 
 
1998. Daldorch House School opens 
The school is in Ayrshire, Scotland. The school supports children and young people with autism aged 
five to 18. In addition, continuing educational opportunities and supported living arrangements are 
available for young people from 16-25 years as well as an outreach service for those aged five to 25.  
 
2003. Countess of Wessex becomes NAS royal Patron 
Her Royal Highness The Countess of Wessex takes over this role from Her Royal Highness The 
Princess Royal. 
 
2005. NAS Northern Ireland office opens 
The NAS Northern Ireland office opens in Belfast. 
 
2009. Autism Act passed following NAS campaigning 
The Autism Act 2009 becomes the first ever disability-specific law in England, after campaigning by the 
NAS. 
 
2012. The NAS celebrates its 50th birthday 
We’re proud to have been making a difference for 50 years.  

 

 
 
 
 



Our structure  
 
 
 
 

Chief Executive

External AffairsCentre For 
Autism

SQE

Operations

Project 
Management 

Office

Adult Services

Human 
Resources

 Education

Finance ICT &
Resources

Research

Internal Audit

Fundraising &
Marketing

Senior 
Management 

Team

Company 
Secretary

Accreditation

Information, 
Advice and 
Advocacy 

Earlybird 
Centre

Lorna Wing 
Centre

PR & Press 

Regional Team:
Northern 
Ireland 

Campaigns

Policy

Finance

ICT

Property

Procurement 

Contracts

Data Services
Nominated 
Individual

Board of 
Trustees

Individual 
Giving

Membership & 
Marketing

Supporter 
Fundraising

Senior 
Relationships

Autism 
Education 

Trust

Personalisation

Conferences

English 
Regions

Enterprise & 
Development

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
Job description and person specification   

 

 
Writer/Editor 

Division / Function : FMR Reports to : Senior Editor 

W
hy

 Job summary: 
• Write, edit and oversee the production of NAS printed and digital communications. 
• Coordinate the delivery of multi-channel communications projects. 

 

W
ha

t 

Principal accountabilities 
• Write, edit, proof-read and oversee the production of NAS printed and digital 

communications for a variety of audiences, ensuring clarity of content and purpose. 
• Manage and coordinate specific print and web projects in accordance with NAS 

publishing policy and process. 
• Take responsibility for specific areas of the team’s work, and be the main point of 

contact for these areas. 
• Advise internal clients on communication channels and content. 
• Liaise with designers to produce visual elements and designs for print and digital 

media. 
• Maintain the NAS brand, tone of voice, editorial house style, visual identity and 

accessibility guidelines across all communication channels. 
• Contribute to regular Support and Supervision sessions with your Line Manager and 

attend and contribute to meetings and training as required. 
• Provide administrative and office support to the Publishing and Communications 

team. 
Job descriptions only reflect 80% of a role, and are not an exhaustive list of duties. You are 
expected to carry out other activities that are within the scope of the role. 
I am committed to making a difference 
I commit to NAS aims, objectives and values. I display a positive approach in the way I 
work and contribute to the wider needs of the organisation and its stakeholders either 
directly or indirectly. At work I overcome difficulties, setbacks and pressure, to get things 
done because I understand the impact of autism. I recognise and encourage commitment 
in others.  

Co
m

pe
te

nc
ies

 

I gather and share knowledge 
I seek and use information, knowledge and experience and create opportunities to share this with 
others. I look for new developments and keep up to date with issues which impact my work.  I 
interpret, distil and disseminate information, in and outside the NAS, for the benefit of people with 
autism and other stakeholders.  I manage and protect others’ personal information professionally. 



I adapt to changing priorities 
I adopt a flexible, proactive approach to get the job done. I am responsive to change and 
recognise when tasks are urgent and/or important, taking appropriate action.  I prioritise activities 
and know when to say ‘no’.  I deal positively with last minute changes and interruptions.  I look for 
practical solutions and know when to find different ways to achieve an objective. 
I communicate effectively 
I use appropriate methods, styles and language to communicate to different audiences. I 
communicate succinctly using clear language. I listen and take account of others’ views and 
needs. I show understanding and use logic to communicate. I check that others have received and 
understood the intended message. 
I communicate effectively in writing 
I use clear and succinct language with a high standard of grammar and spelling.  I put my case 
positively, indicate clearly the purpose of the communication and what is required from the reader.  
I tailor my communication to my audience to get my message across in the most effective way. I 
am aware of, and use, NAS brand guidelines.      
I promote the NAS 
I represent and promote the NAS. I influence and raise awareness by talking positively about 
autism and NAS services to a wider audience.  I build relationships and use a range of effective 
persuasion and negotiation styles to champion the rights and needs of people living with autism. I 
search for and obtain the resources to fulfil these needs. 

 
Pe

rs
on

 sp
ec

ifi
ca

tio
n 

Criteria which will be used in shortlisting and selecting candidates. 
 
Skills/Abilities 
  

•        Good web and print copywriting skills. 
•        Good editorial and proofreading skills. 
•        Good at communicating effectively, both verbally and in writing. 
•        Able to manage projects and relationships. 

 
 
Knowledge 
•        Knowledge of information architecture and taxonomy is desirable. 
•        Working knowledge of accessibility and usability issues. 
•        Experience of working to and maintaining a visual identity and editorial house style. 
•        Understanding – and experience of using - plain language is desirable. 
•        Knowledge of disability/autism/health/special education/social care is desirable. 
 
Experience 
•        Editorial experience in both print and web media (at least 6 months) is essential. 
•        Experience of using content management systems and email marketing tools. 
•        Working familiarity with HTML, editing software and image manipulation software. 
•        Experience of managing projects desirable. 
 
Education & certification 
Education to degree level in an appropriate discipline or equivalent track record in a relevant field . 
 
 
Interfaces  

 
Co

nt
ex

t Internal 
• Publishing and 

Communications 
Manager 

• Senior Editor 
• New Media Manager 

External 
• Printers 
• Designers 
• Illustrators 
• Translators 
• Authors/copy editors 



• Web Manager 
NAS staff producing – and 
providing information for - 
printed 
materials/publications and 
the website 

 

Environment 
 

Work: Head Office 
Travel: Occasional travel to events/training 
Hours: 35 hours per week 

Scope Financial : Responsible for ensuring value for money in 
the production of publications 
People:  No reports 
Resources: Photoshop, Dreamweaver, WCMS 

Safeguarding responsibilities The NAS is committed to safeguarding and promoting the 
welfare of all children and adults who use our services 
and as such expects all staff and volunteers to share this 
commitment.   
 

Salary band : 3A Range : 20 
Date Established : 1 June 2012 
(review) 

Date reviewed : 13 June 2013 

  

 
Po
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Terms and conditions 
 
Salary  
£19,254 - £23,544 per annum (including London weighting) 
 
Hours 
A 35 hour week is worked, but you will be expected to work the 
hours necessary to discharge the duties of the position. 
 
Location 
NAS Head Office 
393 City Road 
London 
EC1V 1NG 
 
Annual leave 
Twenty five days’ holiday plus eight statutory days, pro-rata 
calculated for part-time employees. Holiday entitlement rises to 27 
days after five years.  
[244 hours including bank holidays for staff working on a rota 
system, rising to 259 hours after five years.] 
 
An extra three days are awarded in the ‘anniversary years’ of 
service from ten years onwards (ie ten, 15, 20 years); holiday 
entitlement is 30 days for that year.  
 
Probation 
All employees have a standard probationary period of six months.  
 
Season ticket loan 
Interest-free season ticket loans are offered after two months of service. You can pay back the loan by 
monthly instalments. 
 
Pension scheme* 
We have a Group Personal Plan offered by Scottish Widows. We will contribute a sum equivalent to 6% 
of gross salary provided the employee contributes a minimum of 4% (until further notice). The employer’s 
contribution is not a condition of the contract of employment and the NAS reserves the right to withdraw 
or vary its discretionary contribution. Further details are provided on appointment. 
 
Other benefits 
 

• Childcare vouchers. 
• Employee assistance programme. 
• Flexible working, which helps our staff enjoy a good work-life balance.  
 

As well as our general induction programme for all staff, we offer: 
 

• a range of specialist learning to ensure the best possible practice for the people we support 
• access to a state-of-the-art online academy to develop management skills 
• a team of learning and development specialists to support your and career progression with us. 

 
*Our Group Personal Plan is available to permanent employees only, not to bank workers or to staff in teaching 
positions. Those posts have separate entitlements. 



Job advertisement 
 
 
Job title:  Writer/Editor 
Location: Head Office, London 
Hours: 35 per week 
Salary: £19,254 - £23,544 per annum 
Contract: Fixed Term for 6 months 
Job Ref No: NAS-WET 
               
Who we and our customers are 
We are the charity for the 500,000 people in the UK with autism and their families. We provide 
information, support and pioneering services, and campaign for a better and fairer world for people with 
autism. 
 
Who we are looking for 
 
We are looking for a highly motivated and creative communications professional with some web and 
print experience who can communicate effectively both verbally and in writing and who has excellent 
editorial skills to join our Publishing and Communications Team. 
 
Reporting to the Senior Editor, you will write, edit and oversee the production of NAS printed and online 
communications, ensuring clarity of content and purpose, and compliance with brand, tone of voice, 
editorial style and accessibility guidelines. You will act as a first point of contact for some projects, advise 
on content and design, and make sure deadlines are met. 
 
 
What we can offer you 
We offer excellent training opportunities, a pension scheme and 25 days’ annual leave (rising to 27 days 
after five years). An extra three days are awarded in the ‘anniversary years’ of service from ten years 
onwards (ie ten, 15, 20 years), taking holiday entitlement to 30 days for that year. 
 
How to apply 
 
• To apply for this role, complete an application form and email it to recruitment@nas.org.uk.  
• When completing the supporting statement, please refer to the job description and person 

specification and highlight any information that shows why you are suitable for the role. 
• For more information about this job please contact Bonnie Molins, Publishing and Communications 

Manager either at bonnie.molins@nas.org.uk or on 020 7903 3542. 
 
Closing date:  Friday 28th June 2013, 5 pm 
Interview date: Week commencing 1st July 2013 
 
Applications for this job are sought from anyone who is suitably qualified and experienced for the role but 
particularly welcome from those with a diagnosis of autism or Asperger syndrome. 
 
The NAS is committed to safeguarding and promoting the welfare of all children and adults who use our 
services and as such expects all staff and volunteers to share this commitment.  
 
Charity number 269425 (England and Wales); SC039427 (Scotland) 
 
We are an equal opportunities employer. 

 

mailto:bonnie.molins@nas.org.uk
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