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JOB DESCRIPTION 

Communications Officer  

Summary: The Health Improvement Commission’s mission is to empower, enable and encourage healthy living in 
Guernsey and Alderney. Communicating effectively with and engaging our stakeholders is an important part of 
achieving this. You will play a leading role in shaping our communications, PR, website and social media, creating 
consistent, high quality, trustworthy and inclusive communications to drive positive change in the community.  

Organisations: The Health Improvement Commission for Guernsey and Alderney LBG. We are a third sector 
organisation which has responsibility for delivering health improvement actions throughout the Bailiwick. Our 
work focusses on four strands; Eat Well, Be Active, Healthier Weight & Substance Use. See 
www.healthimprovement.gg for details.   

Job Title: Communications Officer. The post is part-time, initially for a fixed term until 31st December 2022. 

Reports to: The Health Improvement Commission’s Chief Executive 

Liaises with: The post holder will work closely with: 

• The Health Improvement Commission’s staff team and Directors 

• External agencies (e.g., web developers, PR / advertising agencies)  

• Designers / printers / suppliers 

• Local media 

• Stakeholders, members of the public, other organisations in the third, private and public sector.  

Hours: 22 to 30 hours per week, subject to negotiation (we are happy to discuss flexible working) 

Salary range: £35,000 to £40,000 (pro-rated). 

Job Purpose: To lead and coordinate the Commission’s communications, PR, media and social media, helping us 
to communicate our messages with a consistent voice, build support and increase the impact of our work in the 
community. You will plan and deliver high quality communications in line with our mission and goals, oversee our 
social media channels and website and create a positive culture of effective content making within the 
Commission. You will work with a driven team within the organisation and external stakeholders and measure 
the impact of our communications. The post holder will also be the first point of contact for guests and visitors at 
our office. 

The post will suit a creative and positive team player who shares the Commission’s values and prides themselves 
on high standards. You will be a digital-first communications specialist, with digital skills, website content 
management and social media experience. You will be committed to health and willing to develop further 
knowledge in the area of health improvement. You will be passionate about using our communications to engage 
positively with the community to improve health.  

Closing Date: 29th January 2021 

Contact: Applications (to include a covering letter and CV) should be emailed to 
sarah.penney@healthimprovement.gg. Informal enquires are welcomed and may be made to Dr Simon Sebire 
(simon.sebire@healthimprovement.gg, phone 01481 210432). 
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Main Duties and Responsibilities 

1. To oversee and manage the Commission’s website and social media channels. 
2. Managing content calendars and internal processes. 
3. Write, edit and produce engaging content, materials, campaigns and day-to-day communications 

outputs for web, social and e-newsletters representing the breadth of our work.  
4. To be willing to learn about current health improvement approaches, to ensure that all communications 

align with evidence-based behaviour change approaches and avoid stigma. 
5. To monitor, evaluate and report on communication outputs and performance, drawing valuable insight 

and applying learning.  
6. To manage the Commission’s brand and visual assets. 
7. To develop public messaging, PR and marketing aspects of the Commission’s initiatives and projects and 

organisation.   
8. Work with colleagues to draft press releases and media communications. 
9. Provide colleagues with sound advice and support to ensure high quality communication outputs.  
10. To manage a small budget. 
11. To contribute to Commission’s strategy terms of communications and marketing.  
12. Work with external agencies and organisations. 
13. Support the organisation and delivery of Commission events. 
14. To welcome guests and visitors to the Commission’s Offices.  
15. To undertake any other appropriate duties and/or training that may be required. 
16. To work in accordance with Commission Policies and Procedures. 
17. To comply with the principles contained in the Data Protection (Bailiwick of Guernsey) Law 2018 

concerning improper disclosure, misuse or breach of confidentiality in respect of information held on 
computer systems or otherwise. 

 
 
 
Guaranteed Job Interview Scheme 

The Health Improvement Commission takes a positive approach to employing disabled people.  We guarantee 
to interview anyone with a disability whose application meets the minimum criteria for the post. By ‘minimum 
criteria’ we mean that you must provide us with evidence in your application which demonstrates that you 
generally meet the level of competence required to perform the functions of the job, as well as meeting the 
qualifications, skills, experience  and knowledge defined as Essential.  

Please indicate on your Cover Letter, application, or by contacting us by phone using the details above, if you 
would like to apply using the Guaranteed Job Interview Scheme. 
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PERSON SPECIFICATION 

Criteria Essential Desirable 

Qualifications, 
education and 
training 

1. Good standard of education 
 

1. Graduate or equivalent communications 
and skills experience. 

Experience 1. Communications / PR best practice 
2. Website editing / management 
3. Use of social media in an 

organisational context  
4. Project management 
5. Working as part of a team and with 

others (internal and external) 

1. Experience of not for profit or health 
communications 

2. Website content management systems 
3. Events organisation 
4. Managing a budget 
5. Reception / admin duties 

Skills and abilities 1. Able to convert complex ideas into 
effective communications 

2. Able to use creativity to enhance our 
communications 

3. Strong copywriting skills with excellent 
attention to detail 

4. Ability to evaluate communications, 
using insight to improve performance 

5. Ability to plan, prioritise and organise 
own workload working on multiple 
projects and managing competing 
deadlines 

1. Design, creative skills, image editing. 
2. Use of online platforms (e.g., Canva, 

Vimeo) – if not, willingness to learn. 
 

Knowledge 1. Excellent understanding of the latest 
communications techniques 

2. Excellent practical knowledge of using 
& optimising social media, including 
paid, earned and owned media. 

3. Willingness to learn about areas of 
sensitivity (e.g., stigma) 

1. Awareness of and interest in 
contemporary health topics  

 

Other 1. Willingness to engage in training, 
conferences and professional 
development (on and off-island) 

2. Prepared to travel to meetings, events 
etc across the Bailiwick 

3. Occasional out of office hours  
4. Standard Disclosure (Police Check) 

 

 
Our Privacy Notice can be found on our website. 
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