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Job description: Digital Communications Officer 
 
1. General 

Job Title:   Digital Communications Officer 

Location:   London (with potential for occasional overseas travel) 

Reporting to:   Communications Manager 

Responsible for: Consultants and occasional volunteers 

 

2. Organisational information 

Conciliation Resources 

Conciliation Resources is an independent organisation working globally with people in conflict to prevent 
violence and build peace. In addition, we take what we learn to government decision-makers and others 
working to end conflict, to improve policies and practice worldwide. 

Conciliation Resources was established in 1994 and incorporated in 1996 as a company with charitable 
status. We currently have 46 full and part-time staff members working out of the London office and a 
number of additional consultants working with us on contract. We have up to five office-based volunteers 
at any one time working across our teams. 

General Criteria 

Conciliation Resources' staff operate in a spirit of programme partnership, which demands team-work 
and collaborative decision-making, transparency and mutual respect, integrity, personal initiative, 
creativity, political and interpersonal sensitivity and professional discretion. 

The Fundraising and Communications department 

The Digital Communications Officer sits within the Fundraising and Communications department, which 
is comprised of two teams: 

• Fundraising team: responsible for overseeing fundraising activities across the organisation, 
including maintaining relationships with key donors – primarily from the government, 
multilateral, and trust and foundation sectors. 

• Communications team: responsible for organisational communications (external and internal), 
promoting Conciliation Resources’ work, messages, impact and resources. It also plays a 
support function to enable others within the organisation to communicate effectively. 
 

3. Job overview 
 
Job purpose  

The Digital Communications Officer uses digital channels to dynamically communicate to Conciliation 
Resources’ target audiences our work, messages and achievements.  The post also involves guiding and 
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encouraging colleagues across the organisation to engage with digital communications activities. 
 
Scope and accountability  

The Digital Communications Officer is part of a small, high performing Communications team, also 
consisting of a Communications Manager and Media and Communications Officer.  S/he is responsible 
for engaging Conciliation Resources’ various internal and external audiences online, through creative 
use and effective management of digital channels, including the website, social media and e-bulletins.  

An expert in building online communities, s/he leads on developing Conciliation Resources’ online 
profile. This is done through ensuring that we maintain a strong and consistent presence on selected 
social media platforms (Twitter, Facebook, LinkedIn and Youtube) and that we are sharing content 
through relevant third party websites and newsletters.  

S/he is responsible for using various tools to monitor website, intranet and other online statistics, 
reporting on results and then working with developers and others to improve usability, engagement and 
visibility. With excellent writing, copyediting and proofreading skills and sound technical ability, s/he 
creates high quality written and multimedia content and manages our film, audio and photography 
resources. 

In addition, s/he is responsible for supporting teams with digital communications activities, including 
training/coaching where necessary.  The Digital Communications Officer works with the 
Communications Manager to ensure staff are actively engaging with our new intranet, our website and 
other communications platforms. S/he is also responsible for ensuring we have translated content 
available online.    
 

4. Specific tasks and responsibilities 
  

a. Website management, content creation and search (35%) 

• Lead on ensuring that Conciliation Resources’ website is kept up-to-date and relevant, follows 
best practice (with regards to design, usability and accessibility) and presents our work, 
resources and impact clearly. 

• Write, collate (including copyediting and proofreading where necessary) and upload high quality, 
engaging content to the website – in line with agreed content priorities – and upload resources 
and other programme content. 

• As a member of the Communications team, contribute to the creation of content strategy, helping 
to identify the most compelling ‘stories’ and most effective ways of communicating our work via 
digital channels. 

• Ensure the French, Russian and Spanish versions of Conciliation Resources’ website are up-to-
date by commissioning and uploading translated content. 

• Work with external consultants to coordinate new developments to the website and ensure any 
technical issues are resolved. 
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• Ensure Conciliation Resources’ website is made visible to target audiences through effectively 
optimising content for search engines, managing Conciliation Resources’ Google Adwords 
account and undertaking other relevant initiatives. 

• Monitor, record, evaluate and report on key website performance statistics, making 
recommendations to the Communications Manager on the basis of these results. 
 

b. Online community management and multimedia (35%) 

• Manage Conciliation Resources’ profiles and engage with audiences, across key social media 
sites (Facebook, LinkedIn, Twitter, Flickr and YouTube). 

• Ensure Conciliation Resources features on relevant external websites and that our work is 
promoted via appropriate third party online channels. 

• Create and implement digital communication plans around key events/pieces of work e.g 
International Peace Day or the launch of a Conciliation Resources’ publication.   

• Coordinate a schedule of e-bulletins including collating and producing content and distributing to 
specified mailing lists. 

• Keep abreast of the latest innovations in digital communications and make suggestions for new 
ways of promoting Conciliation Resources’ work and messages online. 

• Manage our multimedia resources, including developing and maintaining the photo library – and 
when appropriate – work with consultants to produce digital content to promote our work. 

• Monitor, record, evaluate and report on key social media and e-bulletin performance statistics 
and successes. 
 

c. Programme support and internal communications (25%) 

• Work with the Communications Manager and IT Officer to support the development of 
Conciliation Resources’ intranet. 

• Promote the benefits and impact of our digital communications internally. 

• Increase staff and programme partners use of social media, the intranet and the website CMS 
through providing support, coaching and encouragement and creating guidelines where 
necessary. 

• Act as a lead liaison point within the Communications team for appointed programmes, sharing 
key information about the work they are doing and developing a working understanding of the 
context we’re operating in. 

• As part of the Communications team, lead by example in the sharing of information internally via 
the intranet and other channels. 
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d. Other communications and organisational activities (5%) 

• Participate in team and other organisational meetings or working groups as required. 

• Support the Communications Manager with any other communications projects and activities and 
perform other duties and tasks as required, consistent with the skills and expertise of the post-
holder, in non-routine circumstances. 

 

5. Person specification 
 
Experience and knowledge 

• Considerable communications-related work experience, in a communications or marketing role. 

• Proven experience of managing organisational websites, including planning content priorities, 
writing, preparing and uploading content, maintaining the backend CMS (ideally using Drupal) 
and working with developers to develop functionality and solve technical issues.  

• Knowledge of best practice in website/intranet design, search engine optimisation techniques 
and a good understanding of emerging digital trends. 

• A strong track record of effectively utilising and developing a presence on, key social media 
platforms – including Facebook, LinkedIn, YouTube, Flickr and Twitter – to build relationships 
and share information. 

• Experience of measuring the performance of websites and digital channels, 
establishing/reporting against performance indicators. 

• Experience of producing (with consultants) and/or managing multimedia content such as 
photography, film and audio (essential), including some experience of basic film/audio editing 
(desirable).  

• Demonstrable experience of supporting colleagues with digital communications activities, either 
through coaching/training or assisting with particular projects. 

• Experience of working internationally or in a multicultural environment with a strong 
understanding of international issues (essential), and familiarity with the field of peacebuilding, 
human rights or international development (desirable). 

• Experience of working within an NGO (desirable). 

 

Skills/attributes  

• Excellent interpersonal and verbal communication skills, with the ability to collaborate with, 
motivate and advise others, and explain technical and complex concepts in accessible terms.  

• Strong writing, copyediting and proofreading skills with the ability to make complex information 
accessible, craft engaging online copy and a familiarity with optimising text for search engines. 
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• Communications ‘flair’ with the ability to think creatively, spot a good story and communicate this 
in the most interesting and/or effective way. 

• Excellent organisational and project management skills with the ability to meet deadlines, 
manage a complex and varied workload, prioritise tasks and work well under pressure.  

• Appreciation of cross-cultural sensitivities with the ability to exercise discretion and show sound 
political judgement. 

• Technical aptitude with confidence in navigating different digital platforms and handling different 
file types, as well as a strong attention to detail. 

• Ability to use initiative with flexibility to adapt to changing priorities. 

• Fluent English (essential) and good working knowledge of French, Russian or Spanish 
(desirable).  

• Commitment to and interest in Conciliation Resources’ goals, values, work and approach. 
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