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Job description 
 

 

Post:    Communications Officer 

 

Salary:   P01 (£30,861 - £33,111)  

 

Responsible to:  Head of Communications 

 

 

Basic objectives of the post 

 

To deliver creative and engaging communications to promote the 

work, priorities and values of HfH to its staff, residents and stakeholders, 

and to contribute to the ongoing development of HfH’s 

communications. 

 

Duties and responsibilities 

 

 

1. Deliver creative and engaging material for our various audiences 

on a number of different communications channels including 

Residents’ magazine intranet, website, social media and press 

materials.  

 

2. Build relations across the organisation to help identify good news 

stories from within Homes for Haringey as well as from our 

residents. 

 

3. Draft/produce communications materials including web 

content, news stories, press notices aimed at residents, 

stakeholders, the public and HfH staff. This may involve taking 

pictures, conducting interviews, and producing short videos. 

 

4. Uploading of content to HfH website and intranet and carrying 

out simple online design. 

 

5. Liaison with external suppliers, in terms of printing and design – 

escalating cost decisions to your line manager where necessary. 
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6. Help deliver events aimed at increasing staff engagement. 

 

7. Promote genuine equality and diversity in all aspects of your 

work, and promote and represent Homes for Haringey in all 

aspects of your work 

 

8. The duties of the post holder may necessitate occasional 

attendance at meetings outside normal office hours. 

 

9. Undertake any other duties reasonably required that are 

consistent with the grade and basic objectives of the post. 

 

Health and safety 

 

The postholder is required to comply with all health and safety at work 

policies, procedures and guidelines which form part of this job 

description. The postholder must look after their own health, safety and 

welfare and be mindful of other persons who may be affected by their 

acts. Employees must co-operate and comply with management 

instructions regarding health and safety issues and report all accidents, 

incidents and problems as soon as practicable to their line manager or 

other manager. 

 

Equality and diversity 

 

The postholder is required to actively promote diversity in the 

workplace. It is the duty of the postholder not to act in a discriminatory 

manner towards anyone they have dealings with. The postholder 

should counteract such practice or behaviour in others by challenging 

or reporting it. 

 

Safeguarding 

 

Homes for Haringey is committed to safeguarding and promoting the 

welfare of children and vulnerable adults and has procedures to this 

affect that must be followed.   

 

Safe recruitment of staff is central to this commitment, and Homes for 

Haringey will ensure that its recruitment policies and practices are 

robust, and that selection procedures prevent unsuitable people from 

gaining access to children or vulnerable adults.   

 

All staff working with children or vulnerable adults must be aware of, 

and share our commitment to their safeguarding and welfare. 
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Candidate specification 
 

Post: Communications Officer  

Grade:  

 

Essential 

 

Useful 

Qualifications 

 

Maths and English GCSE 

Degree 

 

 

 

 

Experience 

At least two years working in a 

communications role producing a 

range of communications 

materials for different audiences. 

At least one year delivering design 

products in a communications 

role. 

 

Experience in web publishing and 

design 

 

 

Skills 

 Proficient with InDesign, 

Photoshop, Powerpoint, 

Word, Excel. Mailchimp. 

Adobe Creative Suite. 

 Excellent writing skills 

 Able to manage 

challenging workload and 

meet deadlines 

 Able to manage a print and 

production schedule 

 Knowledge of CMS 

   

CIPR 

PRCA 

Drupal 

Facebook Workplace 

Knowledge 

Basic knowledge of workings of 

local social housings. 

Interest in print and design 

 

Interest local government  

 

 

Other 
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Behaviours, as set out in HfH Competency Framework 

 

Essential 

 

Focus on Customers (both internally and externally) 

 

 Analyses delivery of services and provides solutions to problems 

 Constantly questions – how will this benefit our audience? 

 Understands policies and procedures relevant to your role and 

applies them consistently 

 Seeks advice from appropriate individuals as required 

 Develops positive working relationships and diffuses situations 

 Completes all projects to an accurate, thorough and 

presentable standard on time and within budget 

 Identifies potential for improvements in processes and practices 

Focus on People 

 Seeks out, recognises and uses what people from different 

backgrounds and experiences have to offer 

 Considers in advance the differing needs of others and adapts 

style accordingly 

 Actively initiates communication with others on a regular basis 

 Communicates clearly and influences well under pressure 

 Summarises information to check understanding 

 Understands what others need to know and keeps them 

informed 

 Builds good relationships with others outside the team 

Focus on Performance 

 Secures necessary resources and supports to deliver projects 

 Sets and communicates clear direction 

 Takes appropriate action to address inefficiencies in work 

processes and establishes improved ways of getting the job 

done 

 Contributes positively to the change process and sees change 

as an opportunity to improve performance 

 Covers for colleagues when needed 

 

 

 

 


