
 
 
 

 
 
We’re looking for an experienced, driven and motivated communications specialist to join our 
small but busy communications team. You’ll be responsible for the organisation and delivery 
of internal and external campaigns, communicating complex ideas from a broad scope of 
Local Partnerships’ business areas to different audiences across a range of digital channels, 
from websites and multimedia to e-bulletins and social media. You’ll also develop, implement 
and manage our programme of internal and external events over digital channels and in 
person. 
 
About us   
Local Partnerships is a joint venture between the Local Government Association, HM 
Treasury and the Welsh Government. We support central and local government, health and 
other public sector bodies to ensure their key priorities are delivered and clients secure value 
for money. We provide an interface between central government policy and local delivery, 
helping the public sector deliver projects and change at the local level. We bring public and 
private sector experience that provides confidence, additional capacity and commercial 
capability.   
  
We provide trusted, professional support and advice across multiple disciplines including 
climate response, regeneration and housing, waste, infrastructure, mergers and shared 
services, developing commercial capability and integrating health and social care.   
  
Our team of experts works solely for the benefit of the public sector, helping councils and 
combined authorities overcome challenges and improve their chances of success through 
adding capacity, capability and confidence.   
 

Our vision is as simple as it is challenging: to strengthen the public sector to deliver 
more effectively, achieve more swiftly, and give value for money to councils and the 
communities they serve. 
 
About you 
We’re looking for a meticulous and organised individual who has experience 
of communicating rich content to time-poor stakeholders. Working in collaboration with 
specialist staff, you will contribute to writing and disseminating inspiring copy that succinctly 
communicates complex content. You will have the creativity to exploit a full range of 
communications channels and techniques, including social media and events, to ensure 
information reaches the right people, sparking engagement and increasing reach.   
  
You will have excellent organisational and project management skills, a practical 
and positive “can do” attitude, an interest and proven ability in internal and 
external communication. You will be comfortable juggling different priorities and tasks and 
working with a range of different stakeholders. You will be confident in your communications 
abilities so that you can advise colleagues to develop their presentation skills to showcase 
their expertise most effectively.  
  
This is a fantastic opportunity for someone looking to develop their marketing and 
communications experience in a small, but busy, communications team.   
  
Experience of local government/public services would be an advantage but not essential.  

  
 



MAIN PURPOSE AND RESPONSIBILITIES OF ROLE  
• Support the work of the Head of Marketing and Communications, 

helping proactively to plan, deliver and manage internal and external marketing and 
communications campaigns across all the organisation’s channels, including print 
and digital, to maintain the organisation’s reputation, increase profile and support 
business objectives  

• be tech-savvy and support the organisation’s increased focus on digital 
communication, such as webinars, video editing and online resources, working with 
colleagues across the organisation and external designers to develop new tools, 
including proactively planning new ideas, tools and channels for development 

• support the leadership team in the achievement of Local Partnerships’ priorities 
and delivery of objectives, demonstrating a “can do” attitude and adopting a flexible 
and resourceful approach  

• provide a range of specialised administrative and events-focused support to the 
Head of Marketing and Communications in the accomplishment of her duties; 
anticipate and solve problems to releasing her time to concentrate on strategic 
matters  

• undertake any other duties and responsibilities appropriate to the post as required   
 

ROLE SPECIFIC RESPONSIBILITIES:  
• ensure the accurate and timely production of all communications materials, to agreed 

deadlines, liaising with print, digital and design agencies, working with colleagues to 
ensure content is appropriate, designed and approved  

• be responsible for the creation and dissemination all digital media, including social 
media, enewsletters, webinars and video 

• high-level stakeholder liaison, including staff, clients, media and Board 

• develop internal communication campaigns to drive inclusivity and staff engagement 
in hybrid-working world 

• provide support to, and communicate daily with, the Head of Marketing and 
Communications in the delivery of the marketing and communications activity   

• proactively plan, develop and manage the delivery of Local Partnerships’ virtual, 
physical and hybrid external events, including conferences (especially the LGA 
conference), roundtables and speaking events, and internal events, including the 
annual staff “away day” and monthly staff meetings, carrying out post-event 
evaluation  

• maintain the events calendar, liaising with colleagues to gather details of speaking 
opportunities, conferences and events, researching and proposing new ideas  

• liaise with both internal and external suppliers, contractors and venue managers to 
ensure work is delivered to budget and deadline, including the creation of new 
suppliers and raising of purchase orders  

• use digital platforms, including google analytics to produce a monthly report of our 
digital communications, track trends and propose improvements where necessary  

• helping to draft and edit copy for digital communication and print media, working with 
colleagues across the organisation to ensure content is relevant, timely and accurate 

• update and manage the Local Partnerships’ intranet and website, writing and 
updating copy and working with website developers and designers to make 
changes on the website and ensure content is refreshed and revised regularly  

• play a key part in helping communicate our activities effectively, seeking out 
opportunities to reach multiple audiences   

• provide specialised administrative support to the Head of Marketing and 
Communications, helping to deliver the Local Partnerships’ strategic marketing and 
communications strategy to ensure the smooth running of that function, including 



formatting documents and presentations, creating, updating and interrogating 
spreadsheets  

• build and maintain key relationships with internal and external partners   

• assist with development of bespoke training courses for internal staff   

• manage stakeholder and contact lists for digital content dissemination, including the 
e-newsletter, and events and other databases as required   

• manage the on-line filing system, photo-library and publications register as required  

• Assist Board members and leadership team as required, including facilitating the 
drafting of Board papers 

ROLE REQUIREMENTS  
• Excellent organisational skills, attention to detail and ability to multitask effectively  

• Ability to manage own workload and priorities in order to meet deadlines and respond 
to changing priorities  

• Ability and willingness to work flexibly, have the motivation to be a self-starter and work 
independently  

• Well-developed communication skills, both verbal and written, the ability 
to communicate complex messages in a creative and engaging way   

• Excellent professional IT skills across the Microsoft Office suite and digital platforms, 
including Twitter and LinkedIn  

• Digital editing capabilities, including iMovie, Canva, WordPress and SharePoint 

• Confidence to manage proactively and delegate upwards when appropriate  

• Excellent interpersonal skills, dealing courteously with both external stakeholders, 
clients and employees   

• Ability to prioritise day-to-day and longer-term activities appropriately   

• Ability to manage events from start to finish, including post-event evaluation  

• Completer finisher  

• Positive attitude to problem solving instead of problem identification alone  

• Tact, discretion and ability to keep matters confidential   

• Ability to act as an ambassador for the company, presenting and creating a 
professional impact with external and internal stakeholders   

• Political sensitivity, with the ability to exercise discretion, judgment and confidentiality 
when dealing with politicians and officers at every level, and to demonstrate political 
neutrality at all times   

• Work with confidence and provide advisory services to colleagues when necessary, 
across digital platforms, including Zoom and Teams 

• Committed to personal and professional development  

• Cherish diversity in the workforce  
  

QUALIFICATIONS   
Highly proficient across the full Microsoft suite (required)  
Degree, Diploma, Certificate or other Marketing qualification. If no qualification, then 
demonstration of significant marketing experience  
Experience of delivering video content is desirable   
  
Post reports to:  Head of Marketing and Communications  
 

Communications Officer   
Salary:  From £25,000, dependent on experience. We will consider a higher starting 
salary for exceptional candidates  
Location:  Westminster, London, with flexible working   
  



We are committed to increasing the diversity of our organisation across the full range 
of protected and individual characteristics. We would particularly welcome 
applications from potential colleagues who can help us to build a more inclusive 
workforce, representing better the characteristics of the communities we aim to serve. 
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