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Job Profile: Assistant Communications Officer

Join the team and be part of an organisation passionate about making the UK the best place for people with a learning disability to live their lives to the full. 

You will sit within the media team and support both the Media team and wider Communications team to help tell Mencap’s story to as wide an audience as possible. You will assist with administrative tasks, media enquiries, social media support, case study liaison and project research and development.

	[image: ][image: ]



	[bookmark: _Hlk185500031]What will you do
· Support the media and social team with day-to-day tasks, including writing and issuing the daily news summary, managing rotas, monitoring suppliers and assisting with compiling monthly reports. 
· Take part in the team rota to be the first point of contact for media requests coming into the organisation - via press phone and media inbox - and triage requests, draft responses and working through sign off where needed.  
· Monitor, log and help amplify media coverage across Mencap’s channels.
· Support with integrated campaign activity by writing press releases, creating social media content, pitching stories to journalists, setting up media interviews, drafting briefing documents and creating media lists. 
· Proactively monitor the news agenda and social media for relevant stories, trends and opportunities, sharing insights with colleagues and regularly turning them into engaging content across both media and social channels.
· Contribute to reactive and planned content across social media platforms, including posting. Resharing media coverage and monitoring potential risks using tracking tools, while taking part in the team’s community management rota, one day a week. 
· Support Storytelling work by assisting with database admin, writing story summaries and interviewing case studies and researching strong stories from across Mencap’s services, projects and programmes. 
· Work collaboratively with colleagues with a learning disability to share their stories in media, and across Mencap’s digital channels. 
· Build strong working relationships with colleagues across the organisation to support joined-up media and comms activity.



	
What will you bring
· Strong written, verbal, and presentational skills – competent in producing clear and accessible communications products.  
· Proactive, ‘can-do’ attitude, eager and willing to learn, calm under pressure. 
· Proficient organisational skills and ability to juggle several tasks at once - able to work on own initiative and contribute to team priorities. 
· Ability to use Microsoft Word, Excel, Outlook and Canva. 
· Good knowledge of key social media platforms and how to jump on trends. 
· Ability to develop and maintain constructive relationships with colleagues and stakeholders. 
· Comfortable interviewing people with a learning disability or their family and friends on sensitive topics, in a considerate way. 
· Excellent attention to detail and ability to meet deadlines. 
· Ability to create simple videos and write website articles 





	
Your experience
· Some experience of working in a fast-paced media / communications environment.
· Competent using Microsoft Word, Excel, Outlook, Canva and Teams. 
· Experience writing press releases or similar media content.  
· Good knowledge of social media platforms and an understanding of trends and some experience with asset creation. 
· Experience of working in an administration role desirable. 
· Sound knowledge of current affairs and the news media landscape. 
· Experience juggling multiple tasks, while still meeting deadlines. 





	
More information about this role 

· This role sits within the Communications, Advocacy and Activism Directorate at Mencap – and reports into a Senior Media Manager.
· This is a permanent contract for 37.5 hours per week. 
· This role is based at Mencap’s London office and colleagues are encouraged to work from the office but the team do work remotely, tending to agree at least one day per month to come into the office with additional travel required for work purposes.
· Travel to interview storytellers or steward them at media opportunities may be required.
· This role may occasionally be required to cover duties outside of contracted hours
· Colleagues need to communicate effectively, demonstrating an excellent standard of written and spoken English
· Colleagues will attend relevant meetings, and training opportunities





	
What will Mencap give you

· 24 days holiday, pro-rata (plus bank holidays) increasing with long service plus the ability to buy up to another 10 days via our HolidayPlus scheme
· Service-related sick pay when 6-month probation is completed
· Eligibility to join Mencap Pension Plan where Mencap matches contributions up to 5% on a salary sacrifice basis meaning NI savings. If you don’t join the Plan when you start, you will be auto-enrolled after three months with us.
· Membership of Mencap Pension Plan to include up to 3 times salary death in service live cover AND Income Protection of 50% salary to be triggered at 26 weeks of long-term sickness
· Loans for debt consolidation, bikes, computers and phones when you have been with us for 6 months
· Interest free season ticket loans
· Discounts and cashback from 3% to 30% at high street shops including major supermarkets, cinemas, gyms, leisure/theme parks, holidays and much more via Mencap Extras
· Opportunity to purchase a health cash plan to claim towards dental, glasses, therapy, etc.
· Free access to round the clock employee assistance program for advice and support
· Quarterly award scheme and recognition at every 5 years through our YouRock program
· Access to award winning training and development








How to apply 
Please apply with an up to date CV that demonstrates your skills and experiences relevant for this position
If you require any further information please contact our Recruitment team on 01733 246699 


	
	

	
	Mencap’s values and how they apply to this role
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You will have a genuine passion for changing the lives of young people and supporting their transition into work.
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You will advocate for inclusion in the workplace and be a positive role model for learners.
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You will encourage learners to try new things and step out of their comfort zone, being brave when faced with new challenges.
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You will highlight and celebrate how unique each learner is. You will positively approach their journey to employment. 
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You will be kind, supportive and encouraging to everyone you interact with. 
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