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T.E.D. Communications and Project Support Officer   

 

JOB DESCRIPTION 
 

 

Salary:   £19,600 per annum, pro rata  

 

 

Holidays:   25 days per year pro rata + public holidays  

 

 

Hours of work:  30 hours / 4 days per week 

    Evening work may be required 

 

 

Contract Duration:  October 2017 – March 2021 

 

 

Office Base:             Community Lincs, Sleaford 

 

 

Responsible to:  T.E.D. Project Manager 

 

  

Job Purpose 

 

To support the T.E.D. Project Team in the implementation of the Talk, Eat and Drink in East 

Lindsey Project, with particular focus on the implementation of the T.E.D. Marketing and 

Communications Strategy. 

 

This will include the following specific areas of responsibility: 
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Specific Tasks and Responsibilities: 

 

 Work with the T.E.D. Project Team to implement the T.E.D. Business Plan. 

 

 Work with the T.E.D. Project Team to establish and deliver an effective marketing 

and communications strategies in line with strategic objectives. 

 

 Identify and develop opportunities for T.E.D. to raise its profile among key target 

audiences, in line with identified communications objectives.  

 

 Ensure that the T.E.D. project fully engages with the older people it represents, in 

particular those that are harder to reach. 

 

 Work with the T.E.D. Project Manager to further establish and maintain the T.E.D. 

brand identity, and support the project team in developing and maintaining 

good brand recognition. 

 Act as T.E.D. brand champion to develop and implement brand guidelines 

across all organisational material. 

 

 Ensure that regular, consistent and effective communications are delivered 

throughout the T.E.D. team and wider partnership. 

 

 Help to develop marketing materials including leaflets, brochures, posters,             

e-bulletins, newsletters and other relevant material to be used across various 

media and social media platforms. 

 

 To take responsibility for the development and management of T.E.D. web 

content, ensuring that information is up to date and appropriate. 

 

 Lead on all social media including Facebook, Twitter, and YouTube, working 

with all members of the project team to maximise usage and content. 
 

 Act as key contact for media enquiries, building strong relations with media 

professionals and organisations and creating press releases and media 

copy. 
 

 Provide regular communication briefings to staff, volunteers and partners 

for events, media enquiries, conferences and meetings, including 

attending and providing information for events and conferences 

(information stands, materials and support where required). 
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 Provide secretariat support to the T.E.D. sub groups including the Project 

Management Board (PMG), Scrutiny Group and Commissioning Panel. 

 

 Represent and promote Community Lincs and T.E.D. to the public in a variety of 

forums using a blend of communication and digital channels to ensure that 

older people’s needs and views are the main consideration. 

 

 

General duties and Responsibilities: 

 

 Support the Operations Manager and the T.E.D. Project Manager to maintain a 

database of activity, outputs and outcomes that will be used to report on 

activity to partners and the Big Lottery. 

 

 Work in co-operation with other team members, adhering to all policies and 

procedures, including Equal Opportunities. 

 

 Help to identify and agree a training and personal development programme. 

 

 Participate in regular supervision and appraisal meetings with the T.E.D. Project 

Manager. 

 

 Participate in any internal/ external meetings as required. 

 

 The specific duties and responsibilities of this job description are not restrictive 

and the post holder will be expected to undertake any other duties within the 

scope of the role, as required by the Chief Executive or Board of Directors. 
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T.E.D. Communications and Project Support Officer   

Person Specification 
 

 

  

ESSENTIAL 

 

 

DESIRABLE 

 

Knowledge 

 

Knowledge of the communications 

and administration functions that 

underpin successful project delivery. 

 

Educational attainment to A level 

standard or equivalent. 

 

An understanding of the challenges 

facing the ageing population of 

Lincolnshire, and more specifically East 

Lindsey. 

 

 

 

 

Experience 

 

Communication, PR or marketing 

experience.  

Experience of producing marketing 

and promotional materials for print, 

web and electronic media  

 

Experience of using social media in 

a business environment. 

 

Experience of working with 

databases. 

 

 

 

Experience of developing and 

delivering marketing strategies.  

Experience of growing social media  

(in numbers and level of 

engagement). 

Experience of running and monitoring 

marketing campaigns.  
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Skills 

 

Computer literate with good MS 

Office and desktop publishing skills. 

 

Excellent communication skills 

including the ability to write clear 

and concise copy for websites, press 

releases, reports etc.  

 

Good administration skills.  

 

 

 

 

 

 

 

 

 

Personal 

Qualities 

 

Ability to travel freely for work 

purposes, and a willingness to work 

outside of usual office hours where 

required. 

Commitment to equality of 

opportunity and celebrating 

diversity.  

Proactive and hardworking with a 

creative flair. 

Ability to work on own initiative and 

manage workload, and the ability to 

work as part of a team. 

 

 

 

 

Commitment to reducing inequality. 

 

An interest in how organisations and 

systems respond to the challenges and 

opportunities in relation to an ageing 

population. 

 

An understanding and empathy of the 

needs of older people. 
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Application Process 
 

 

Before submitting an application you are strongly advised to read these guidelines. 

 

Community Lincs will shortlist applications, considering only information that is relevant: 

 

 Experience and skills in relation to the vacancy 

 Employment history 

 Education, training and qualifications 

 

We believe this approach ensures best practice with your application being 

considered on merit only.  Therefore, in order to ensure consistency throughout the 

recruitment and selection process, we do not accept CVs as part of applications for 

vacancies.  

 

Please do not submit your CV in lieu of an application form or factual information or as 

part of your supporting statement because it will not be accepted. 
 

If you find it difficult to read the application form and need adaptations to enable you 

to complete your application, or if you have any other queries relating to this 

vacancy, please contact Community Lincs on 01529 302466 or at 

office@communitylincs.com 
 

Community Lincs is committed to equal opportunities in employment.  Information you 

supply to us will be treated as confidential and will not be retained for any longer than 

is necessary. All information is held securely and is confidentially shredded as 

appropriate. 
 

The successful applicant will be offered the position subject to satisfactory 

employment references. 

 

 

Interviews 

 

If you are successful in being selected for the interview, we will write to you to confirm 

the date, time and location of your interview. It is with regret that we cannot interview 

everyone who applies for employment with Community Lincs. 

 

Candidates invited for an interview may be requested to deliver a presentation 

(maximum 10 minutes) on a subject to be provided prior to the date. 

 

mailto:office@communitylincs.com
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If you have not received a response to your application by at least 2 days before the 

advertised interview date, you can assume that your application has been 

unsuccessful. It is Community Lincs’ policy not to confirm receipt of application forms 

or provide substantiation for non-selection for interview.  

 

 

Returning your application 

 

Application forms should be returned by 12.00pm on Friday 22nd September 2017 to: 

 

Community Lincs 

The Old Mart 

Church Lane 

Sleaford 

Lincolnshire 

NH34 7DF 

 

Please note that applications received after the given deadline will not be considered. 

 

 

 

 

Equal Opportunities Policy Statement 

 
Community Lincs supports the principle of equal opportunities in employment and 

provision of services and opposes all forms of unlawful or unfair discrimination, both 

direct and indirect, on the grounds of gender, race, disability, colour, nationality, 

ethnic or national origin, religion, marital status, sexual orientation, trade union activity, 

age or responsibility for dependents. 

 

We believe that it is in the best interests of Community Lincs and those who work within 

it to ensure that the talents and skills available of the whole community are considered 

when employment opportunities arise. To this end, within the framework of the law, we 

are committed wherever practicable, to achieving and maintaining a work force 

which broadly reflects the local community in which we operate.  

 

Every possible step will be taken to ensure that individuals are treated equally and 

fairly and that decisions on recruitment and selection, training, promotion and career 

development are based solely on objective and job related criteria. 

 

 

 


