
COMMUNICATIONS OFFICER POSITION

Job title Communications Officer

Reporting to Chief Executive

Department Engagement

Based at Plexal, Here East, 14 East Bay Lane
Queen Elizabeth Olympic Park
London E20 3BS

Hours of work 35 hours per week

Type of contract Full Time, Temporary

When Immediate (ASAP)

Scope of the Job
We are looking for a Communications Officer who can promote our brand, interact with the public and
establish productive relationships with key stakeholders and policymakers. You will be passionate
about developing and implementing plans to engage target audiences and spread the message
about our cause. The candidate must have a proven track record of success in the sales and
marketing sector or related fields, as well as previous experience in building/boosting the social
media presence for an organisation.

Key Responsibilities
● Develop and execute an effective marketing strategy to expand our reach and impact on social

media (including via Twitter, Instagram, Facebook, LinkedIn, TikTok and YouTube)
● Develop, support and promote the organisation; including social media content creation, media

outreach, style guide development, digital marketing, website design and maintenance, and
monthly newsletters for key stakeholders

● Develop and disseminate public relations materials that increase our visibility among
stakeholders and lawmakers

● Identify, build and maintain relationships with journalists, bloggers, media agencies, influencers
and audiences that will help advance our work

● Develop an engaging podcast series to connect with our young people
● Work with both the Events and Media manager and the Grants and Partnerships Manager to

facilitate and promote events, align project delivery and strengthen activities
● Create marketing data reports and analytics outlining outreach and data trends
● Attend community functions to network and identify potential opportunities



Expectations
A. To attend and contribute to team meetings.
B. To ensure that all responsibilities and activities within this post are consistent with the terms

and spirit of MLMS’ Equal Opportunities Policy.
C. To attend and contribute to MLMS staff training and any other training identified as

appropriate for the post.
D. To occasionally travel to meetings abroad, which may require the need for an overnight stay.
E. To occasionally work unsociable hours, for example attending evening or weekend meetings

or traveling outside of London.
F. To maintain an appropriate level of confidentiality at all times.
G. The nature of the post will require flexibility in undertaking the role.

Personal Specifications
Required
● At least one year experience is needed in communications and/or social media management.
● Experience growing an organisation’s social media presence and increasing engagement

through an effective social media strategy
● Demonstrable knowledge of digital marketing tactics and key trends on Instagram, Twitter &

TikTok
● Strong political knowledge, specially about social issues impacting young people
● Confident speaking publicly and engaging in conversations
● Excellent critical thinking skills and the ability to exercise good judgement and solve problems

quickly and effectively
● Excellent written and verbal communication skills
● Ability to plan ahead and work within agreed timeframes
● Ability and willingness to travel for work, even occasional evenings and weekends if required

Preferred
● Experience working in customer relations

Additional Information
● The post holder must at all times carry out their responsibilities with due regard to MLMS’ Equal

Opportunities Statement.
● The post holder must accept responsibility for ensuring that the policies and procedures relating

to Health and Safety in the workplace are adhered to at all times.
● The post holder must respect the confidentiality of data stored electronically and by other

means in line with the Data Protection Act 2018 (UK's implementation of the General Data
Protection Regulation (GDPR)).

● The post holder must have the legal right to work in the UK. We do not sponsor visas.

The above list is not exclusive or exhaustive and the post holder will be required to undertake such duties
as may reasonably be expected within the scope and grading of the post. All members of staff are
required to be professional, co-operative and flexible in line with the needs of the post.



Further Information

MLMS confirms its commitment to equal opportunities in all its activities. It is intended that no job
applicant or employee will receive less favourable treatment on the grounds of political belief, sex,
sexual orientation, disability, marital status, race, nationality, ethnic origin, religion or social class.
Selection and promotion criteria are kept under review to ensure that individuals are treated on the
basis of the job requirements and on their relevant personal merits, and are not disadvantaged by
conditions or requirements which cannot be shown to be justifiable.

If you have a disability and are interested in this post, MLMS welcomes your application. For an
informal discussion you may wish to contact on:

Telephone: 03301310353
E-mail: info@mlms.org.uk


