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Job Description 

Communications Officer  

 

BookTrust 

BookTrust is the UK's largest children's reading charity. We know that children who read are 
happier, healthier, more empathetic and more creative. They also do better at school. Our aim at 
BookTrust is getting every child reading – regularly and by choice. With the long-term impact of 
the pandemic on children’s lives, and with an ever-widening gap for the most disadvantaged 
children, our work has never been more important. We have a new ambitious five-year strategy 
with a deep commitment to doing ever more to support children and families from disadvantaged 
backgrounds in reading while retaining our universal offer.    
 
 Job purpose and role  

To develop and deliver communications and media campaigns and activity that engage our 
audiences, gain support for the cause of reading and build the profile of BookTrust. 
 
The communications officer will be an ambitious and proactive individual with at least three year’s 

press office or PR agency experience, used to working in a multichannel and integrated 

communications environment.  

This post is one of two. It sits within the Campaigns and Communications team, and is part of the 

Communications Directorate which includes Digital, Fundraising and Marketing teams. The 

Campaigns and Communications team includes a behaviour change campaign lead and strategic 

communications function that comprises a Strategic Communications Manager and two 

Communications Officers.  

Location: Hybrid working – 2 days in the office in Battersea Studios, London (Tuesdays and 

Wednesdays) and the rest home working or office based depending on individual preference. 

This post holder will report to: Strategic Communications Manager 

This post holder will manage: N/A 
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Key responsibilities 

1. Research, source, write up and proofread a wide range of high-quality content - including 

news stories, media packages, features, quotes, blogs, letters, comment pieces and case 

studies - that demonstrates the importance of reading, ensuring BookTrust can tell its 

story effectively, with reference to key strategic priorities  

2. Create and pitch media stories, prospecting the best journalists for stories, compiling 
media lists and finding creative hooks and ways to secure coverage which helps 
to deliver our strategic objectives and builds BookTrust’s profile 

3. Develop and deliver media campaigns to support key initiatives eg BookTrust Christmas 
appeal 

4. Draft and develop messages, content and products that effectively engage stakeholder 
audiences, informed by insight and evidence 

5. Co-ordinate BookTrust’s story-gathering processes, leading on interviewing partners and 

families, managing these relationships and producing stories that demonstrate the need 

for/impact of BookTrust’s work 

6. Develop strong and influential relationships with teams across BookTrust, developing 

communications and media plans and advising on communications as required 

7. Develop in-depth knowledge of priority print, broadcast and online media channels, 
proactively nurturing and managing strong relationships with key journalists and media 
titles in order to generate media opportunities and grow our impact on priority audiences 

8. Write briefings, Q&As and prepare/support spokespeople participating in media 
interviews and events  

9. Review the media daily, sharing updates internally and identifying possible hooks for 
BookTrust and proposing ideas/drafting and selling in timely comments and responses as 
appropriate 

10. Develop, manage and maintain BookTrust’s key messages/lines to take 
11. Act as the first point of contact and respond to all media enquiries in a timely and efficient 

manner, ensuring out-of-hours cover across the team 
12. Monitor, analyse and evaluate media coverage – producing regular summaries and 

reports  
13. Manage press office systems, including access to media/journalist databases, monitoring 

and subscriptions  
14. Collaborate effectively with internal colleagues and external partners on communications 

activity and projects 
15. Manage external suppliers and agencies as required 
16. Carry out all duties in line with BookTrust policies and procedures and be prepared to 

undertake additional reasonable duties as required 
17. Represent BookTrust and its vision and values in all activities, both internally and 

externally with stakeholders and the general public 
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PERSON SPECIFICATION 
 
 

CRITERIA E or D 

Knowledge 

a. Knowledge and understanding of the full communications mix including 

stakeholder engagement, media relations, marketing and digital 

b. Strong grasp of the environment within which BookTrust operates and a 

sharp news sense 

c. Excellent understanding of what different media outlets want and good 

journalistic contacts 

 

E 

 
E 

 
D 

      
Experience 

a. Solid background (minimum three years experience) in media relations 
and/or journalism and experience of working in a busy press office/PR 
agency 

b. Strong track record of researching and crafting media packages and 
placing/selling in stories, features and comment pieces in the media, 
generating high-profile coverage 

c. Significant experience in working with and pitching stories to journalists, 
nurturing close relationships to maximise media opportunities 

d. Experience of developing and delivering audience-led communications 
strategies and plans 

e. Experience of writing copy/content and developing products to engage a 
range of audiences across on and offline channels 

f. Experience in interviewing sensitive subjects and drafting compelling case 
study content 

 

E 
 
 
E 

 
 
E 
 
E 

 
E 
 
E 

  
Skills and Attributes  
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a. Excellent copy-writing skills across a variety of outputs for different 
audiences, including first class proof-reading and editing skills 

b. Ability to analyse research, data and complex information and develop clear, 
engaging and persuasive messaging and content  

c. Ability to think creatively and strategically to generate ideas and design 
tactics that achieve communications goals 

d. Strong interpersonal and verbal communications skills, with the ability to 
collaborate and build effective relationships, showing sensitivity for others’ 
viewpoints and valuing diversity 

e. Well-developed negotiation and persuasion skills 
f. Strong administration and organisation skills, with an eye for detail 
g. Ability to work on own initiative in a structured and collaborative way to 

prioritise a wide range of activities and use available resources to ensure 
tasks are completed to deadlines 

h. Confident problem solver and team player, with the ability to respond 

positively and rapidly in a fast-paced and evolving environment 

i. Ability to work at pace under pressure to meeting challenging deadlines and 

handle competing priorities 

j. Solid judgement and ability to manage and handle risk 

k. Excellent IT skills  

 
Key BookTrust behaviours: ambitious to deliver, creative, work collaboratively, 
embrace change 

E 
 
E 
 
E 

 
E 

 
E 
 

E 
 
 

 
 

 
 

 

 

E 
 

 
E 
 
 

E 

 
E 
 

E 
 
 

  
Qualifications 

a. Good level of education up to A-levels (or equivalent) 
b. Degree-level and/or professional qualification e.g. journalism, PR 

 

E 
D 
 

  

     

*E = essential criteria D = desirable criteria 
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Terms and Conditions 

• Salary: £30,000 

• 28 days holiday, plus public holidays 

• Pension scheme – 7% employer contribution 

• 3 x salary life assurance 

• Employee Assistance Programme 

• Season Ticket Loan Scheme 

• Flexible working scheme 
 
 
Want to join us? Find out more about who we are at: https://www.booktrust.org.uk/about-
us/work-at-booktrust/  
 
To apply, you must submit your CV and attach a covering letter of no more than two pages 
outlining your suitability in relation to the person specification.  
 
Our Commitment to Diversity and Inclusivity 
 
We aim to provide an inclusive recruitment process and actively welcome applications from 
diverse talent pools: BAME candidates, candidates with disabilities and long-term conditions and 
candidates from underrepresented communities.  
 
We are committed to equality of opportunity and want to ensure we have an accessible 
application process for all candidates. If you need any reasonable adjustments or would like us 
to do anything differently during the application process, please contact our HR team on 
HR@booktrust.org.uk or 020 7801 8855/8856 to discuss your requirements further. 
 
BookTrust is committed to safeguarding and promoting the welfare of children. The recruitment 
and selection process reflect our commitment to safeguarding therefore, the suitability of all 
prospective employees will be assessed during the recruitment process in line with this 
commitment, and pre-employment checks. 
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