
 

 

JOB DESCRIPTION 
 

1. General Information 
 
 
JOB TITLE:    Communications Officer 
 
GRADE:    Band 5 
 
TERM:    Fixed term – 2-years until October 2021 
 
RESPONSIBLE TO:  Senior Communications Officer, King’s Health Partners 
 
ACCOUNTABLE TO:  Head of Communications, King’s Health Partners  
 
 
 
 

KING’S HEALTH PARTNERS 

 
 

King’s Health Partners Academic Health Sciences Centre brings together one of the world’s top 
research-led universities, King’s College London, and three of London’s most prestigious and 
highly regarded NHS Foundation Trusts – Guy’s and St Thomas’, King’s College Hospital and 
South London and Maudsley.  
 
Our partnership provides a powerful combination of complex clinical specialties that cover a wide 
range of physical and mental health conditions and a breadth of research expertise that spans 
disciplines from medicine and biomedical sciences to the social sciences and humanities.  
 
There are three parts to our mission: excellence in research, education and clinical care. To 
support our mission, we are delivering programmes of work to:  
 

• Join up mental and physical healthcare so that we treat the whole person, mind and body 

• Increase the value of the care we provide and the outcomes we achieve for our patients 
and service users 

• Integrate care across local primary, secondary and social care services to make it easier 
for people to get the care and support they need 

• Improve the public health of our local community by tackling inequalities and supporting 
people to lead healthier lives 

• Bring together our collective strength and expertise in a range of specialist areas to 
deliver world-leading care, research and education  

 
We are uniquely structured to deliver our mission for excellence. Our 22 Clinical Academic 
Groups (CAGs) and five institutes bring together all the clinical services and staff from the three 
trusts with the relevant academic departments of King’s College London. 

 
kingshealthpartners.org 
 

 

 
 

http://kingshealthpartners.org/
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2. Job summary 
Working as part of the King’s Health Partners communications team, and with our partner 
organisation communications teams, this post is responsible for delivering a wide range of 
communications to support and promote King’s Health Partners work.  
 
The Communications Officer plays a vital role creating impactful communications for a wide 
variety of programmes across multiple channels, including websites, social media and print. 
You will be a point of contact for internal and external enquiries, help to produce and write 
our staff e-bulletin and assist with website content management. Maintaining and monitoring 
our social media presence on a day to day basis will also be required and the post-holder 
will assist with internal and external events and be expected to liaise with suppliers.  
 
This is a truly varied role. You will be a part of a small King’s Health Partners 
communications team, but also work alongside, and have opportunities to learn from, bigger 
communication teams from four large, different, and dynamic organisations. The successful 
candidate will therefore need to be creative, proactive, and someone who builds excellent 
relationships with colleagues at all levels. They will need to work flexibly, to tight deadlines, 
and with a high level of accuracy and attention to detail. We are looking for someone who is 
committed to continuous development and making the most of all the opportunities that 
come from being a part of King’s Health Partners communications. 
 
Duties will include, but will not be limited to: 

• Sourcing and writing material for positive news stories for staff newsletters, website 
and King’s Health Partners publications 

• Work with the King’s Health Partners and partner communications teams to create 
and implement communications plans across our partner organisations 

• King’s Health Partners events management and promotion to support greater 
understanding of King’s Health Partners and its work amongst staff, patients, 
students and external stakeholders 

• Maintenance and development of King’s Health Partners website with appropriate 
and up to date content 

• Maintenance and monitoring of social media presence 

• General communications office maintenance and support including handling external 
and internal telephone and email enquiries 

• Production of King’s Health Partners publications 

• Supporting the correct use of King’s Health Partners branding and logos 

• General administration support for the King’s Health Partners Programme Office, 
including minute taking and finance processing 

• Horizon scanning and intelligence seeking in relation to King’s Health Partners 
promotional opportunities 

• Contribute ideas and suggestions to a forward planner of content, proactive news 
stories, communication campaigns and events 

• The post holder will be expected to work across all sites and be a support to all 
levels, up to and including the Executives and Chairs. 

 
3. Key relationships 

• Director of Performance & Delivery, King’s Health Partners 

• Head of Communications, King’s Health Partners 

• Senior Communications Officer, King’s Health Partners 

• Digital Communications Officer, King’s Health Partners 

• King’s Health Partners communications colleagues and other partner organisations’ 
communications staff 
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• King’s Health Partners Programme Office Team 

• King’s Health Partners Executive Directors 

• Clinical Academic Group Leaders and institute teams 

• Programme Teams (Mind & Body, value based healthcare, informatics). 
 

4. Duties and responsibilities  
General internal and external communications 

• To work closely with partner organisations’ communications teams to support the 

development and implementation of the King’s Health Partners overall communications 

strategy 

• To provide advice in relation to correct King’s Health Partners branding and the use of 

branding guidelines 

• Working closely with the Digital Communications Officer, Senior Communications Officer 

and Head of Communications to support Clinical Academic Group Leaders, programme 

leads and Institute Programme Directors to deliver effective communications activities, 

with measurable outcomes  

• To plan and review proactive communications opportunities   

• To liaise with designers, printers and other external suppliers; commissioning and 

overseeing the design and production of regular and one-off publications 

• To identify and research opportunities for positive news stories for a range of channels, 

including website, staff e-bulletin, partner channels and GP newsletters. To write articles 

for these outlets, produce press releases and place stories with the local, trade and 

national media 

• To monitor and maintain a social media presence for King’s Health Partners, working 

with the Digital Communications Officer 

• To be responsible for maintaining the stock and distribution of King’s Health Partners 

publications across partner organisations and to key stakeholders, ensuring effective 

partnership engagement at all times  

• To be responsible for maintaining the communications inbox and responding to internal 

and external email enquiries. 

 
Web content management 

• To be familiar with basic web content management and assist with maintaining content 
on the King’s Health Partners website 

• Create and develop engaging content to represent all King’s Health Partners 
programmes on our website  

• To regularly review web content for relevance and timeliness, acting as gate-keeper for 
all documentation and articles requested to be posted on the website 

• To promote the presence of the Kings Health Partners website at all appropriate 
opportunities 

• To support the King’s Health Partners Communications Team in the development of the 
King’s Health Partners digital strategy. 
 

Event management 

• To help plan an annual cycle of events, communications briefings and wider NHS 
conferences/workshops. This will involve setting out a series of engagement plans for all 
stakeholders so that activities can be delivered to time 

• To assist with the organisation and management of all King’s Health Partners events 
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• To be responsible for the development and maintenance of an annual calendar of events 
for King’s Health Partners 

• To help identify potential opportunities to promote King’s Health Partners at appropriate 
conference/exhibitions, and ensuring King’s Health Partners presence where 
appropriate. 

 
Media relations and proactive news opportunities 
The majority of media relations work is performed by the four partner communications 
teams, with support from the King’s Health Partners Communications Team where 
appropriate. However, there is a requirement to be able to work with the media and have the 
ability and skills to manage these relationships effectively, including 

• To manage and control media enquiries ensuring that the appropriate partner 
organisation is engaged. Organise interviews and liaise with partner organisation staff, 
patients and other organisations as appropriate. The post-holder will need to be able to 
handle calls from the media with confidence, and must be able to anticipate any issues 
involved, such as the need to protect patient confidentiality, and to identify potentially 
politically sensitive media inquiries 

• Individual will need to respond to difficult and challenging individuals about 
organisationally sensitive situations with appropriate levels of behavioural skills 

• Where appropriate, the post-holder will be responsible for the production of briefings for 
journalists and / or the provision of written statements, seeking sign-off from relevant 
partner organisation Director of Communications 

• Working with the relevant communications team to support staff members that may be 
interviewed by media on presentation style and appropriateness of content 

• Working across partner organisations, and external horizon scanning, the post-holder will 
assist with sourcing proactive media and news opportunities on behalf of King’s Health 
Partners 

• To monitor coverage of King’s Health Partners and produce and maintain a media 
coverage report. 

 
Other  

• Manage a busy workload and ensure appropriate prioritisation of projects and activities 
to meet a range of deadlines 

• Work with colleagues to ensure that office systems are effective and run smoothly and 
that the department deploys its resources efficiently 

• Maintain and enhance own personal and professional skills and competencies 

• Support the Head of Communications and Senior Communications Officer in 
performance of their duties and responsibilities as well as provide general 
communications support as required 

• Keep abreast of professional, technological and digital best practice, methods and 
services that could enhance the role or team. 

• From time to time the Communications Officer may also be required to give general 
administrative support to the King’s Health Partners Programme Office  

• Any other duties to support efficient delivery of the service provided by the King’s Health 
Partners Communications Team. 

 
5. General 

**Confidentiality / Data Protection / Freedom of Information 
Post holders must maintain the confidentiality of information about patients, staff and other 
health service business in accordance with the Data Protection Act (1988). Post holders 
must not, without prior permission, disclose any information regarding patients or staff. If any 
member of staff has communicated such information to an unauthorised person, that staff 
member will be subject to disciplinary proceeding that may lead to summary dismissal. 
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Moreover, the Data Protection Act (1988) also renders an individual liable for prosecution in 
the event of unauthorised disclosure of information. Following the Freedom of Information 
Act (FOI) (2005), post holders must refer requests made under FOI to the relevant partner 
organisation, or where directly applicable only to King’s Health Partners, to apply the 
principles of FOI guidance in use in partner organisations. Post holders should familiarise 
themselves with the Information Governance arrangements of partner organisations, 
particularly where they may be required to work on sites other than those of their contractual 
employer. 
 
**Equal Opportunities 
Post holders must at all times fulfil their responsibilities in relation to relevant equality laws, 
and their contractual employer’s policies and guidance on equality. Post holders should 
familiarise themselves with the policy and guidance of partner organisations, particularly 
where they may be required to work on sites other than those of their contractual employer. 
 
**Health & Safety 
All post holders have a responsibility under the Health and Safety at Work Act (1974), and 
subsequently published regulations, to ensure that their contractual employer’s policies and 
procedures are complied with to maintain a safe working environment for patients, visitors 
and employees. Post holders should familiarise themselves with the Health and Safety 
policies and guidance of partner organisations, particularly where they may be required to 
work on sites other than those of their contractual employer. 
 
**Risk Management 
All post holders have a responsibility to report risks, clinical, and non-clinical accidents or 
incidents promptly. Post holders should familiarise themselves with the Health and Safety 
policies and guidance of partner organisations, particularly where they may be required to 
work on sites other than those of their contractual employer. 
 
**Safeguarding Children and Vulnerable Adults. 
Post holders have a general responsibility for safeguarding children and vulnerable adults in 
the course of their daily duties, and for ensuring that they are aware of the specific duties 
relating to their role. Post holders should familiarise themselves with the policies and 
guidance of partner organisations, particularly where they may be required to work on sites 
other than those of their contractual employer. 
 
**Infection Control 
All post holders have a personal obligation to reduce healthcare associated infections. They 
must attend mandatory training in Infection Control and be compliant with all measures 
required by their contractual employer to reduce HCAIs. Post holders must be familiar with 
their contractual employer’s Infection Control Policies, including those that apply to their 
duties, such as hand decontamination and dress standards. Post holders should familiarise 
themselves with the policies and guidance of partner organisations, particularly where they 
may be required to work on sites other than those of their contractual employer. 
 
** Please note that the policies and guidance referred to in this section relate to those 
policies and guidance of the contractually employing organisation. As King’s Health 
Partners develops and there is alignment of policy across the partner organisations, 
post-holders will need to refer to the newly aligned policies and guidance, and will be 
informed by their manager when this is the case. In the meantime, post-holders 
should ensure that they are familiar with all partner organisation policies and 
guidance in relation to these key areas. 
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6. Other: 
Please note that this role description is not an exhaustive list of duties and responsibilities 
and is intended to provide an indication of the scope of responsibilities of the role. This role 
profile will be subject to periodic review, with any changes to meet operational and service 
requirements being discussed with the post-holder. 
 
Please also note that, due to the nature of the role, occasional out of hours working (evening 
engagement events and weekend open days) will be required.  
The post-holder will be required to travel between partner organisations. It is a condition of 
employment that post-holders could reasonably be asked to work at any location of the 
partner organisations and undertake any duties commensurate with experience and grade. 
 
Original June 2011 Updated March 2017 
Updated August 2019 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Communications Officer 
 

Person specification 
 

Requirements Essential or desirable 

Experience 
Proven experience in a communications 
environment or in a role/environment which 
demonstrates the need for excellent written and 
verbal communications skills 

Experience of producing a wide range of written 
information 

Experience of working in the NHS or large public 
sector organisation 
 
Direct experience of website content management 
 
Direct experience of social media management 
 
Direct experience of working with or in the media 

 

Essential 

 
 
 
Essential 
 
 
Desirable 
 
 
Essential 
 
Essential 
 
Desirable 
 

Qualifications 
Educated to degree level or equivalent 
 
GCSE English language or equivalent  
 

 
Essential 
 
Desirable 
 

Skills, abilities and knowledge 
Able to plan and organise complex situations and 
events with a wide range of stakeholders 

Demonstrable experience of developing and 
implementing story and campaign ideas 

Ability to relate to people at all levels, and to deal 
with senior colleagues with confidence 

Understanding and respect for the importance of 
patient confidentiality 

Proven experience of creating opportunities and 
working collaboratively with internal and external 
partners 

Familiar with Microsoft Office packages (including 
Excel and PowerPoint) and Adobe Indesign and 
Photoshop 

Efficient across a wide range of communication 
tools, databases, programmes, software and social 
media platforms and able to quickly master other IT 
programmes and tools. These skills may have been 
obtained both in personal, educational and 

Essential 

 
Essential 
 
 
Desirable 
 
 
Essential 
 
Essential 
 
 
Desirable 
 
 
 
Essential 
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professional settings. 

Able to work with accuracy and attention to detail 
and produce accurate well written communications 

Able to work in a busy environment and prioritise 
work effectively to meet deadlines. 

 

 
 
Essential 
 
 
Essential 

Other 

To be available from time to time to attend out-of-
hours events, and travel to partner organisation 
sites where necessary. 

 

 
 
Essential 
 
 
 

 


