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	JOB DESCRIPTION
	

	Job title
	Communications Officer

	Job description last updated
	May 2026 

	Reporting to
	Senior Marketing and Communications Manager

	Direct reports
	N/A

	Division/department
	Marketing and Communications

	Other key relationships
	Director of Communications
Head of Programme Development, Consumer Credit

	Starting salary
	£32,400 per annum

	Location
	Hybrid – minimum 2 days per week in central London

	Hours
	35 hours per week, permanent contract




	Purpose of role:
As a key member of the Marketing and Communications Team, you will play an active role in the effective planning and delivery of Creative United’s internal and external communication activities. 
This will include relationship management with key stakeholders and partner organisations, as well as events management and co-ordination. You will be responsible for ensuring that all external communications are of a consistently high standard and in line with the organisation’s brand, values and mission objectives as a social enterprise. 



	Key objectives:
· Ensuring our core customers (including member art galleries, music instrument retailers and creative businesses) are kept informed about our services and sector developments relevant to their business and relationship with Creative United through the preparation and publication of regular e-newsletters and email communications.
· Ensuring that our strategic partners, key stakeholders and social media audiences are kept updated about our business activities and achievements through leading the publication of regular e-newsletters, news stories and assisting with content creation and planning. 
· Supporting the on-boarding of new members for the Own Art and Take it away schemes by enabling effective inter-departmental communications and external correspondence with applicants.
· To provide event planning/delivery support to the business through effective. co-ordination of Creative United’s calendar of events throughout the year. This may include speaker engagements for senior members of staff, attendance at art fairs and trade shows for the purposes of promoting our core programmes (Own Art, Take it away and Re:Create) and supporting the delivery of our business support GrowthCamps. 
· Assist in the development of long-term strategic communications planning and campaign activities, working in collaboration with other team members and external agencies as and when required.




	Main responsibilities:
· Maintaining and updating the listings information on our consumer credit programme websites.
· Assisting and advising members with uploading user generated content and other website queries.
· Streamlining, updating and improving systems for gathering user generated content.
· Supporting the effective onboarding of new members of our Consumer Credit schemes working in collaboration with other team members/departments.
· Co-ordinating and communicating any benefits and added value services (blogs, tips, offers) to our membership bases.
· Preparing and publishing our regular B2B newsletters.
· Actively support Creative United’s corporate brand communications, ensuring that high quality, engaging, and inclusive content is regularly maintained across all relevant platforms.
· Work in collaboration with other members of the Marketing & Comms team to effectively build and manage a centralised database of images, case studies and other digital assets.
· Plan and coordinate Creative United’s calendar of events ensuring that we use our staff time and resources as effectively as possible to raise our profile and awareness of our work amongst target audiences and with key stakeholder groups.
· Support the creation and publication of social media posts to engage and inform our audiences.
· Monitor, analyse and report on the effectiveness and impact of our external communications in line with agreed KPIs.
· Update and manage our company websites as required, ensuring that the content is up to date and reflective of our core values including our policy commitments to Environmental Responsibility and Equality, Diversity and Inclusion. 

General responsibilities
· To comply with all company policies and procedures including those relating to the secure collection, management and use of personal data.
· To regularly attend and contribute positively to team meetings, as and when required.
· To undertake any other tasks that might reasonably be required to support the effective management, growth and development of the business as a whole.




	Key attributes/person specification
· Organised, self-motivated, with the ability to work across a range of projects and events.
· Demonstrable experience of using digital communication channels in a professional capacity.
· Practical experience of events planning and coordination.
· Ability to write confidently and fluently, and adapt your content to suit house style, audience and channel.
· Strong interpersonal skills and adept in stakeholder management and partnership development/negotiation.
· Awareness of access and diversity issues, and a commitment to inclusiveness and anti-racism.
· An interest and knowledge of the visual art and/or music industries, as well as the broader creative and cultural sector.
· Ability to manage multiple priorities and to meet deadlines.
· Excellent IT skills, with experience of using creative software packages such as Adobe Creative Cloud, Canva.
· Be fastidious about accuracy, with a good eye for detail.
· Be able to adapt to a changing landscape, overcome challenges and remain focused on the aims and objectives of Creative United.

Organisation Values
Creative United looks to all its team members demonstrate how they uphold the organisations values in their work. Creative United’s values are:

Integrity
· All members of the team carry out their responsibilities in an open, honest and transparent way and also expect other members of to uphold this value in their dealings with each other.

Creativity
· We think creatively as a team and to create an environment where individuals have confidence to put new ideas forward to address challenges and move the business forward.

Inclusivity 
· We believe that everyone should have the ability to engage with arts and creativity. Our team is therefore approachable, accommodating and understanding of the needs and circumstances of others and treat all customers, colleagues and stakeholders with respect.

Innovation
· The organisation does not stand still and neither do our team. Everyone at Creative United is always on the look for new ways of working and opportunities to make what we do bigger and better.

Accountability 
· Everyone at Creative United has ownership over what they do and is accountable for both the successes and learning opportunities from their work. We also expect that everyone will celebrate and support the achievements of their colleagues.




Experience
	Essential
	Desirable

	At least 2 years working in a similar communications role, ideally within the arts/creative sector.

	In depth knowledge of one or more of the following specialist areas:
· Music learning and participation
· Contemporary visual arts and craft
· Cultural heritage
· Disability access in the arts and creative sectors 

	Experience of managing website content and the use of list management software (eg mailchimp) for the preparation and publication of e-newsletters.

	Experience of working in both B2C and B2B environments

	Proven experience in events planning, management and corporate PR 
	Experience in negotiating value in deals and contract terms

	Experience of using online analytics data and other tools to assess performance against KPIs and sales targets.

	Experience in writing evaluation reports and/or preparing briefing presentations for use within a business context. 

	Strong verbal and written communications, attention to detail, and ability to manage multiple priorities.

	Experience working in PR/media relations

	Experience of successful stakeholder management and influencing skills.

	

	Experience of using Canva, Illustrator, Photoshop or other design software to create content for publication.
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