
 
 

 

JOB DESCRIPTION 

Post:               Communications Officer  

Location:      Edinburgh 

Division:      Communications, Marketing & Fundraising  

Reports To:   Head of Communications and Marketing    

Salary:       £33,680 (pay award pending) 

Children 1st, VISION and VALUES 
 

Our vision is that children in Scotland will be safer, will grow up in strong, resilient families 

and will have access to early help and support when they need it. They will have their rights 

protected in all areas of their lives. Prevention of harm to children, stronger, more resilient 

families and communities, greater respect for children’s rights and strong partnerships and 

community engagement will be our measure of success.  

• Respect - Treating everyone with respect and fairness  

• Integrity - Being responsible and accountable 

• Participation - Involving others in our work  

• Excellence – Striving for the highest possible standards 

 

KEY RESULTS AREAS AND ACTIVITIES 
 

• Build and maintain strong relationships with local and national journalists to identify 

and cultivate opportunities to position Children 1st as a leading voice in child 

protection and trauma recovery in Scotland. 

 

• Deliver a full media relations function, working pro-actively and re-actively to raise the 

charity’s profile across Scotland.  

 

• Develop, deliver and evaluate media strategies to encourage families to turn to 

Children 1st for support and to demonstrate the impact of our 17 local and 5 national 

services to supporters and funders. 



 
 

 

• Plan and deliver integrated media campaigns to support the successful 

implementation of our key policy calls and influencing campaigns, and to maximise 

coverage of our appeals and support our funding relationships. 

 

• Produce engaging and impactful editorial content for a range of wider Children 1st 

communications channels and materials including the website and annual report. 

 

DUTIES AND RESPONSIBILITIES 

 
• Increase Children 1st’s profile in the media by building strong relationships with 

journalists and media outlets across Scotland and by developing and delivering 
strategies to increase media coverage of our impact, services, campaigns, policy 
calls and fundraising activity. 
  

• Deliver a full media relations function, with support from the wider communications 
team, by responding to press enquiries, pitching proactive media stories, arranging 
media interviews, briefing spokespeople, organising press conferences, filming and 
photography; developing and maintaining strong connections with Scottish and UK 
journalists, managing a monthly media planner and participating in the out of hours 
press enquiries rota. 
 

• Translate complex practice and policy messaging into key messages that engage a 
range of different audiences.  
 

• Draft proactive and reactive PR materials, including press releases, statements, key 
messages, stories and social media content. 

 

• Monitor, record, distribute and report on media coverage to advise colleagues on 
effective responses and identify opportunities to grow our profile. 
 

• Support children and families to appropriately share their stories by following 
Children 1st’s story gathering process and supporting the Head of Policy, Evidence 
and Impact and Head of Communications and Marketing to ensure colleagues use 
the story library and that it is maintained. 
 

• Be the named lead for specific projects/business areas which require a strong media 
relations focus, working with colleagues from across Children 1st to understand their 
communications requirements and link these to the delivery of wider strategic 
objectives Research, develop and deliver media, marketing and other 
communications activity to achieve agreed communications objectives, including: 
blogs, podcasts, web content, social media content, video and internal 
communications. 
 



 
 

• Advise and support colleagues on media planning, audiences, channels and key 
messages to raise awareness of Children 1st’s work and to support the delivery of 
our strategic priorities for children and families. 
 

• Engage colleagues, partners, children and families in activity to support and amplify 
Children 1st’s communications and brand activities through presentations, meetings 
and events. 
 

• Work with the Head of Communications and Marketing and other members of the 
team to develop and deliver against Children 1st’s strategic communications plan 
and evaluate and report on progress in meeting the team’s KPIs. 
 

• Maintain the annual media planner to maximise the opportunities for Children 1st’s 
media activity. 
 

• Participate in an on-call media rota for out of hours calls from journalists 
(approximately one week in six). 
 

• Support the delivery of effective internal communications. 
 

• Participate in the children’s sector and charity communications network in Scotland 
and beyond. 
 

• Develop, deliver and evaluate other activity in support of Children 1st’s 
communications and strategic objectives, commensurate with a Band 4 officer post. 

 

ADDITIONAL RESPONSIBILITIES 
 

• To be committed and adhere to Children 1st vision, mission and values. 

• To comply with Children 1st Child Protection and Adult Protection policies and 

procedures and with National Guidance. 

• To comply with Children 1st code of conduct (All Children 1st staff) and Codes of 

Practice for Social Service Workers and Employers (specific to Children and Family 

Services Divisional staff). 

• To actively consider the involvement of children, young people, families and adults at 

risk with whom we work, in all areas of practice and to implement the Children 1st 

Participation Standards. 

• To observe all health and safety requirements. 

• To work within and promote policies in relation to Equal Opportunities and anti-

discriminatory practices. (Common Core ref: A1, A2) 

• Record, maintain and review information, gained through the process of assessment, 

monitoring and review, within the agreed Children 1st Case Recording system. 



 
 

PERSON SPECIFICATION 

POST: Media Relations Lead 

AREA ESSENTIAL DESIRABLE 

 

Qualifications 

 

 

• An appropriate degree, 

post-degree or 

professional qualification. 

 

 

 

 

 

Work-related 

Experience 

• Significant experience of working 
in a media or PR role with a 
proven track record of 
achievement. 

 

• Considerable experience of 
working with Scottish local and 
national media to generate 
coverage with supports the 
delivery of organisational priorities, 
campaigns and policy change. 

 

• Experience of identifying media 
opportunities and stories to 
maximise coverage of an 
organisation’s services, activities 
and events. 

 

• Writing engaging and impactful 
editorial copy for a range of 
publications, channels and 
audiences. 

 

• Experience of working in a charity, 
children’s services, public policy 
and/or campaigning environment. 

 

• Experience of sensitively 
gathering and sharing people’s 
personal stories to demonstrate 
the need for change and/or, the 
impact of support services. 

 

• Proven success working with 
colleagues across a range of 

• Designing and delivering 
training. 

 



 
 

AREA ESSENTIAL DESIRABLE 

teams to develop and deliver 
impactful communications. 
 

• Use of a range of communications 
software tools, including CRM, 
CMS, desktop publishing, editing 
software. 

 

• Managing projects and delivering 
a range of tasks and projects with 
competing deadlines. 

 

 

Knowledge 

 

 

 

 

 

 

 

 

• Excellent knowledge of the 
Scottish media environment, 
including contacts with a wide 
range of journalists in Scotland 
and the rest of the UK. 

 

• Knowledge of a range of 
communication channels and 
platforms, including online and 
social media tools and apps. 
 

• Knowledge of best practice in 
planning, delivering and evaluating 
creative and engaging 
communications activity which 
support strategic objectives. 

 

• Understanding of brand identity 
and marketing approaches to 
enhance awareness and engage 
audiences. 

 

• Knowledge of children’s rights 
and the key issues facing 
children and families in 
Scotland today. 

 

• Knowledge of Scottish policy 
and legislative processes. 

 

Skills 

 

• Collaborative team working and 
strong interpersonal skills, able to 
work with a range of different 
people.  
 

• Outstanding written and 
presentation skills and an ability to 
adapt these to a wide range of 
audiences. 

 

• Ability to understand and interpret 
complex information and 
communicate it clearly and in an 
engaging manner. 

 



 
 

 

 

 

 

AREA ESSENTIAL DESIRABLE 

 

• Project management skills and 
ability to coordinate complex 
projects. 

 

• Knowledge of how to monitor and 
evaluate success in a 
communications/PR environment. 
 

• Able to manage competing 
demands, make decisions about 
priorities in line with organisational 
objectives and set appropriate 
expectations with colleagues and 
partners. 

 

Solution-focused, taking an approach 

to overcome issues and challenges, 

centred on the needs of the children 

and families we work alongside. 

AREA ESSENTIAL DESIRABLE 

Other 

requirements  

• Commitment to Children 1st 

vision and values.  

• Commitment to and 

understanding of the principles 

of participation. 

• Commitment and promotion of 

equal opportunities and anti-

discriminatory practices at 

work. 

• Commitment to the principles 

of confidentiality in relation to 

children, young people and 

families. 

• Awareness of personal 

responsibility in relation to 

health and safety. 

 


