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JOB DESCRIPTION 

 

Job Title : Communications and Engagement Officer, NIHR    
Clinical Research Network Thames Valley and 
South Midlands    

Base    : Unipart House, Oxford 

Grade     : 5 

Hours of work   : 37.5 hours a week 

Directorate    : Networks 

Responsible to   : Communications and Engagement Lead Manager 

Accountable to   : Communications and Engagement Lead Manager 

Job Summary: 

 

The NIHR Clinical Research Network supports NHS, public health and social care 
organisations to deliver research across a wide range of medical specialities. The 
NIHR Clinical Research Network Thames Valley and South Midlands (LCRN) is one 
of 15 clinical research networks in England and is hosted by Oxford University 
Hospitals NHS Foundation Trust. The LCRN’s communications and engagement 
team works to encourage the public to take part in research, engage healthcare 
professionals to conduct research and support the communications and patient and 
public involvement needs of its staff. 

The Communications and Engagement Officer is responsible for supporting delivery 
of the LCRN’s communications and engagement strategy through a range of 
communications methods including media, social media, video, websites, 
photography and literature/ publications. Based in Oxford and reporting into the 
Communications and Engagement Lead Manager and working with the Patient, 
Carer and Public Involvement and Engagement Manager, the post holder will also be 
responsible for maintaining databases and records that are integral to the team’s 
operations. 

Main Tasks and Responsibilities 

 

• Attract media coverage about research supported by the network, including 
identifying stories, writing press releases and managing relationships with 
news organisations/journalists 

• Work with public research participants to tell their story, ensuring 
confidentiality and data protection standards are followed and participants are 
dealt with sensitively  

• Provide communications support for network and partner organisation staff, 
analysing their needs and judging which communications and engagement 
techniques are most appropriate 
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• Manage the network’s social media accounts, including producing graphics 
and videos and ensuring a regular flow of content 

• Manage the network’s website and associated micro-sites to ensure content is 
up-to-date, concise and meets relevant accessibility standards 

• Produce high quality publications and other literature such as brochures, 
posters and leaflets, utilising desktop design software in accordance with 
NIHR brand guidelines and liaising with external suppliers where appropriate 

• Compile and distribute e-newsletters  

• Shoot high quality video and photographs for a range of communications 
channels, including the NIHR’s YouTube channel 

• Travel throughout the network’s region (Berkshire, Buckinghamshire, Milton 
Keynes and Oxfordshire) as required to represent the organisation and carry 
out communications and engagement tasks, for example filming and 
photography 

• Update and maintain databases, for example network contacts and log of 
media coverage, and extract information from the network’s database of 
research activity. Ensure all data held is compliant with relevant data 
protection legislation 

• Provide administrative support to the team where required, including data 
entry, minute taking, booking meetings, organising events and arranging 
payment for goods and services  

• Build and maintain relationships with partner organisations, including partner 
trusts, to maximise opportunities for the network to communicate about 
research 

• Attend meetings and events to represent the network, including national 
communications meetings in London 

• Manage enquiries from the public, staff and stakeholders, using judgement to 
decide on the appropriate course of action 

• Manage multiple competing tasks to ensure projects are delivered accurately 
and on time 

• Produce written work to a high standard of English, with special regard to 
accuracy, grammar and spelling 

• Maintain concentration for prolonged periods of visual display unit use 

• Work independently with little day to day supervision 

• Work flexibly when required, providing cover during staff absences 
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General Conditions 

Risk Management 

The management of risk is the responsibility of everyone and will be achieved within 
a progressive, honest and open environment. 

Staff will be provided with the necessary education, training and support to enable 
them to meet this responsibility. 

Staff should be familiar with the 

▪ Major Incident Policy 

▪ Fire Policy 

▪ Information governance 
 

and should make themselves familiar with the ‘local response’ plan and their role 
within that response. 

Responsibilities for Health and Safety  

The post holder is responsible for ensuring that all duties and responsibilities of this 
post are carried out in compliance with the Health & Safety at Work Act 1974, 
Statutory Regulations and Trust Policies and Procedures.  This will be supported by 
the provision of training and specialist advice where required. 

Infection Control  

Infection Control is everyone’s responsibility. All staff, both clinical and non-clinical, 
are required to adhere to the Trusts’ Infection Prevention and Control Policies and 
make every effort to maintain high standards of infection control at all times thereby 
reducing the burden of Healthcare Associated Infections including MRSA. 

All staff employed by OUH have the following key responsibilities: 

• Staff must wash their hands or use alcohol gel on entry and exit from all 
clinical areas and/or between each patient contact. 

• Staff members have a duty to attend mandatory infection control training 
provided for them by the Trust. 

• Staff members who develop an infection (other than common colds and 
illness) that may be transmittable to patients have a duty to contact 
Occupational Health. 

Child Protection 

The post holder will endeavour at all times to uphold the rights of children and young 
people in accordance with the UN Convention Rights of the Child. 
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Safeguarding Children and Vulnerable Adults  

The Trust is committed to safeguarding children and vulnerable adults throughout the 
organisation. As a member of the trust there is a duty to assist in protecting patients 
and their families from any form of harm when they are vulnerable. 

Information Governance  

All staff must complete annual information governance training. If you have a Trust 
email account this can be completed on-line, otherwise you must attend a classroom 
session. For further details, go to the Information Governance intranet site.  

Data Quality 

Data quality is a vital element of every member of staff’s job role. Oxford University 
Hospitals recognises the importance of information in the provision of patient care 
and in reporting on its performance. Data quality is therefore crucial in ensuring 
complete, timely and accurate information is available in support of patient care, 
clinical governance, performance management, service planning, and financial and 
resource planning and performance.  

 

All staff should ensure that they have read and understood the Trust’s Data Quality 
Policy. 

 

 

 

 


