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External Communications 

Executive 

Location: Yeoman House, Bath and West Showground, Shepton Mallet BA4 6QN 

Deadline to apply: Friday, 30th September 

Salary:  £21,000 to £23,000pa pro rata, depending on experience 

Length of contract: Initially two years (3 month probation) 

Responsible to: Operations Director 

This post is part-time, based on a 0.8FTE. Ideally we would like the applicant to work in the 

office every day of the week but this is negotiable. 

 

About Us 

Somerset Community Foundation’s (SCF) mission is to be a catalyst for inspirational 

philanthropy. We do this by: 

 providing professional philanthropic services to donors and funders concerned about 

Somerset; 

 investing in our communities through grants and loans; and 

 giving leadership to the voluntary and community sector 

 

We are a successful, ambitious and innovative member of a strong network of Community 

Foundations working across the UK and have been quality accredited to standards endorsed 

by the Charity Commission since the standards were introduced in 2007.  

 

In our first 14 years the Foundation has invested over £6million in grants and loans to a wide 

range of causes throughout Somerset and we continue to invest at least £500k each year 

through our current grants programmes. Since 2007 we have been building an endowment 

fund, through which donors can make a lasting commitment to local causes, which is currently 

worth almost £5million; at the end of 2016 we were managing over 65 ‘named funds’ set up 

by local families, companies, trusts and the public sector. 

 

In 2017 we will commence the delivery of the £13m EDF Energy Community Fund, supporting 

communities that have been affected by the Hinkley Point C development to improve their 

quality of life and help them make the most of the opportunities arising. This post will lead 
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this exciting and challenging programme and ensure that a legacy is created for Somerset 

communities. 

 

 

Purpose of the Role 

As the External Communications Executive you will be responsible for ensuring all our external 

communications are efficiently delivered to the highest standard. You will tailor our 

communications to a varied audience, which includes members of the voluntary sector, grant 

applicants, SCF Trustees, high net worth individuals, existing donors and potential donors. 

You will also provide expert advice to the Senior Management Team and other members of 

staff. 

Main tasks 

1. You will work with staff, trustees and volunteers to produce content for external 

communications, ensuring that there is an integrated and consistent approach across a 

range of media. You will be expected to: 

 Maintain the SCF website, updating the news page weekly. You will liaise with our 

website designers as necessary to amend otherwise static content.  

 Coordinate the production of our monthly e-newsletters, pulling together copy from 

other members of the team. 

 Draft and issue press releases, developing good links with local journalists 

throughout Somerset. 

 Maintain SCF’s communications through social media, particularly Facebook, twitter 

and LinkedIn. 

2. You will monitor the effectiveness of our external communications, including hits on our 

website, responses to our newsletters, reaction to social media feeds, and conversion of 

press releases into printed/broadcast stories. 

3. You will lead on administering events, including fund-raising events such as our Annual 

Celebration, Sing for Somerset Carol Service at Wells Cathedral and our ‘Below the 

Radar’ visits1, working closely with the Operations Director on logistics.  

                                                 
1 ‘Below the Radar’ visits are organised for major donors and stakeholders to understand local issues and to 

see how grassroots charities are responding. 
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4. You will lead on publicising major fundraising campaigns through multiple channels and 

work closely with the Senior Management team on campaign strategy. 

5. You will work closely with the Senior Management Team, SCF Associates and 

Administrator on event logistics and lead on publicising events to target audiences.  

6. You will issue press releases relating to cheque presentations, fundraising successes and 

other relevant news.  

7. You will support the Operations Director in producing major publications such as our 

Annual Review, working closely with our designers and internal staff. 

8. You will be responsible for maintaining SCF’s photo library, ensuring necessary 

permissions for use of photos are recorded. 

9. Along with all members of staff, you will be responsible for promoting and protecting 

our brand by: 

 Liaising with donors, beneficiaries and the media to provide them with our Brand 

Guidelines 

 Monitoring the public use of our logo and other branding. 

10. Any other task reasonably assigned to you by the Senior Management Team. 

 
Person Specification 

Knowledge 

 Basic knowledge of marketing and external communications (essential) 

 Basic knowledge of coordinating events   

 Strong I.T skills, especially word processing (MS Word), email, web, social media 
(essential) 

 Search engine optimisation and attracting traffic to websites using social media 
(essential) 

 Managing and using Contact Management Databases (desirable) 

 Knowledge of the voluntary sector and/or local social issues within Somerset (desirable) 

Skills 

 Proven ability to write clearly and persuasively in plain English 

 Strong oral communications skills 

 Self-starter, able to manage multiple tasks and deliver on time 

 Calm under pressure up against deadlines and during events 
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Experience 

 Ideally 2 years of relevant experience in communications and/or events but we will 
consider recent graduates who can demonstrate they have the knowledge and skills to 
fulfil this role. 

Other  

 Driving licence and available to travel throughout Somerset  

 Ability to occasionally work out of hours in the case of events (we operate a Time Off in 
Lieu policy) 

 

To apply 

If you would like to have an informal chat about the specifications of the role, please call 
Mary Hancock on 01749 344 949. 

To apply for this post please send a CV and covering letter/email to Mary Hancock, 
Operations Director at mary.hancock@somersetcf.org.uk or by post to our office at Yeoman 
House, Bath and West Showground, Shepton Mallet, BA4 6QN by 12 noon, April 13th 2017.  

Interviews will be scheduled for the first week of May (probably the 4th).  

mailto:justin.sargent@somersetcf.org.uk

