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Communications Coordinator
Community Energy Pathways
Salary: £35,000 (pro rata) Hours: 0.25 FTE
Reporting to: Corporate Services Manager
Working with: Executive Team, Project Management Team, Design Consultant
ABOUT THE ROLE
As Communications Coordinator, you will work closely with project managers to support engagement, outreach, and raise the profile of Community Energy Pathways. This is a great opportunity for someone who enjoys clear, creative communication and wants to help a mission-driven team share its work effectively.
KEY RESPONSIBILITIES
1. Maintaining the Communications Handbook and providing guidance to colleagues on how to carry out communications activities effectively
1. Maintaining a set of project engagement templates and tools to support consistent, high-quality messaging across the team
1. Coordinating the production of engaging content for multiple communications channels, working closely with the project and executive teams
1. Maintaining the CEP key messaging document and supporting colleagues to embed key messages in their project work
1. Producing the bi-monthly newsletter for the CEP Mailchimp audience and helping grow an engaged subscriber base, as well as producing the internal weekly newsletter
1. Coordinating news stories and case studies, and updating social media and the website
1. Supporting colleagues to write clear design briefs, maintaining online project management systems, and agreeing design deadlines
1. Other reasonable tasks appropriate to the role
WHAT WE'RE LOOKING FOR
We welcome applications from people of all backgrounds, and we don't expect candidates to meet every single point above — if you're excited about this role and bring relevant experience, we'd love to hear from you.
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