SPARK%
SOMERSET

Inspiring communities

JOB DESCRIPTION
Communications and Engagement Officer

£28-32k per annum (depending on experience)

Full-time post (part time/school hours considered; min. 30 hours per week)

Permanent contract

Accountable to Department HOD

25 days annual leave plus bank holidays

Flexible hybrid working from home, in community spaces, at events and in the office at

Hambridge, as required, so the ability to travel and access to transport is required

We're here to make a positive difference — helping people flourish and supporting
strong, resilient communities across Somerset.

We do this by working alongside voluntary and community organisations, championing
their work and offering practical support, training and advice. We believe everyone
deserves the chance to getinvolved and thrive, so we also team up with local partners to
create welcoming volunteering opportunities for all.

At the heart of everything we do is our amazing team. They're passionate, proactive and
deeply committed to supporting local organisations and residents. Together, they help
raise standards across the sector, shape local conversations and open up new
opportunities for the voluntary, community, faith and social enterprise (VCFSE) sector
to grow and succeed.

This role takes you right across the county, using your skills, experience and curiosity —
with community values at the heart of everything you do.

You'll be flexible, creative and happy to get involved, whether that's representing our
organisation, spreading the word about our services, bringing people together through
forums and events, or building strong, meaningful partnerships. As part of the Bright
Sparks team, you'll be curious, determined and aware of the bigger picture — just as
comfortable chatting with grassroots groups as you are representing Spark Somerset
and the wider VCFSE at strategic meetings.



There are two Communications and Engagement Officer posts — one within our
Development Team and one within our Volunteering Team. Each role will lead on their
department’s marketing and communications activity, while working collaboratively
with fellow Communications and Engagement Officers to ensure a joined-up and
consistent approach.

Key responsibilities

e Supportdigital and in person events (internal and external), branding, create
promotional content, and produce high quality engaging and creative posts for
advertising events and post event content

e Attend events in person as required to support smooth running of the day, and
capture and produce event related content (photo, video, social)

e Planand develop engaging content in relevant areas of the business for all social
media platforms, newsletters (including the Volunteer Coordinator newsletter),
website copy, blogs, press releases and designing artwork (using Canva) and
manage release dates and formats for ongoing management and review of
engagement, optimising our calls to action across all media

e Actas aproactive and trusted media lead for Spark Somerset, creatively shaping
department relevant coverage by building strong media relationships, managing
news opportunities, and conducting interviews where required

o Keep abreast of key trends, themes and challenges across the sector, locally and
nationally, and develop creative opportunities for engaging with stakeholders,
and extending our reach as a charity

e Design communications which meet organisation objectives, mission and
values, with particular emphasis on promoting and raising awareness of Spark
Somerset, the offer and brand within the VCFSE sector

e Use storytelling to demonstrate the value and impact of both Spark Somerset
and the wider sector

e Build relationships with community groups, funders, stakeholders, corporate
partners and volunteers to better understand our audiences and achieve our
mission

e Generatereports, gather case studies and produce documents to showcase the
work of Spark Somerset and the organisations we work with related to key
department work

e C(Create targeted customer groups by analysing demographics, behaviours, and
interests to better define audiences and improve marketing accuracy

e Work with colleagues to develop our reach, by increasing engagement in our
newsletters and socials, and by growing the number of contacts on our CRM

e Monitor communications performance using analytics tools and implement
updates when necessary



Input into the development and maintenance of our website to maximise our
impact with audiences, including using SEO and traffic metrics to inform
improvements

Working with relevant colleagues, ensure staff and volunteers have consistent,
clear and accessible information

Work with the departmental SLT member to develop and deliver clear and
creative communication for up-and-coming campaigns and awareness
moments/weeks

Oversee analytics, reporting and insight driven optimisation, using this to guide
the work of yourself and cross departmental collaboration

Work with Communications and Engagement Officers from other departments
to ensure joined up, clear and consistent lines of communications and
information provided internally and externally in keeping with the company tone
of voice and brand guidelines

Adopt a‘cando’ and responsive attitude to requests from team members

Responsibility of all staff:

To attend and actively participate in staff team meetings

To manage own time and workload effectively, whilst also working as part of a
wider team

Undertake any other duties that may be reasonably required by the CEO and the
Board

Promote and adhere to all policies adopted by the Board of Trustees and Keep
abreast of changes in relevant policies and legislation

Be aware of the work of other departments, and take an active partin
communicating and working with staff departments for the aims of Spark
Somerset

Be an active ambassador for Spark Somerset, its aims, objectives and values
Bring to the Senior Leadership Teams attention any opportunities and ideas
which may increase income, efficiency and our vision within the company and
community

You will bring:

Excellent oral and written presentation and communication skills which are clear,
easily understood and relevant to a range of audiences

A creative, lateral way of thinking and finding solutions

Outstanding written communication skills across a variety of media, from
crafting social media content to producing case studies

A creative mindset, generating new and innovative ways to communicate our
work

Tenacity and curiosity

An ability to work in a dynamic, fast-paced environment and feel comfortable
managing conflicting priorities



You should have:

e Experience of events, marketing and communications

e Excellent written creative communication skills and attention to detail

e SoundIT skills including use of websites, databases, social media, and online
events and design platforms

e Understanding of event management procedures

e Excellent organisational and coordination skills, and an ability to work at pace

e Customer service skills

e Excellent multitasking and task prioritisation skills

We will provide:
» Flexibility and remote working options
e Birthday day off
e Openand friendly team environment
e Free Employee Assistance Programme

Diversity and inclusivity

A diverse voice is a more powerful voice. Diversity in our people brings new viewpoints;
driving debate, encouraging creativity, and helping us to engage with new audiences to
achieve the greatest impact in our communities. As such, we encourage applications
from people who belong to groups which are often marginalised in society.

To apply:

To apply, please submit your CV and covering letter explaining how your skills and
experience meet the requirements of the role to recruitment@sparksomerset.org.uk.
For more information about the role or an informal chat, please contact Nina Hurst-
Jones on Nina.hurst-jones@sparksomerset.org.uk.

Closing date: Friday 17 July 2026
Interviews: Tuesday 21 July 2026 & Thursday 23 July 2026



