
 

 
Manchester City Council 

Role Profile 
 

Job Title:  Communications Officer 
Grade: 7  
Seconded to: Manchester Climate Change Agency  

Reports to: Programme & Partnership Manager – Community Engagement 
Contract duration: Time limited role until 31 August 2025 

 

YOUR CHANCE TO BUILD A COMMUNITY CLIMATE MOVEMENT IN OUR CITY 
 
Manchester has committed to ‘play its full part in limiting the impacts of climate change and create 
a healthy, green, socially just city where everyone can thrive.’  

Its vision is for a green city with walkable neighbourhoods, clean air, good jobs in successful 
businesses, warm homes and affordable energy, safe cycling routes and a public transport system 
that works for everyone.  

Manchester Climate Change Agency (MCCA) is a not-for-profit community interest company (reg 
no 9761661) that provides independent advice and guidance to the city on its climate change 
policies and delivers programmes that support the city to achieve its climate goals.  

The Agency’s ‘In Our Nature’ programme is a £3.5m community climate programme, a flagship of 
the National Lottery’s Climate Action Fund, involving multiple delivery partners with the aim to 
engage, empower and enable Manchester’s residents and communities to reduce their carbon 
footprints and build resilience to climate change.  

 
Key Role Descriptors:  
 
Working within the Manchester Climate Change Agency, the role holder will provide high quality, 
professional communications and marketing services to support community engagement activities and 
enable organisational stakeholders to deliver services in line with Agency objectives.  
 
Key Role Accountabilities:  
 
Be a member of and contribute fully to a team supporting a range of activities within the Agency, 
securing timely and effective support and advice for managers.  
 
Deliver work-streams and projects commissioned by key stakeholders, acting as advisor in relation to 
service projects and strategy implementation to support the effective decision making processes of the 
Agency and to enable it to meet its legal obligations.  
 
Ensure that work is delivered in line with organisational direction of travel and agreed policies / 
procedures.  
 
Provide robust and effective analysis of information, using outputs to inform work packages and advice 
to stakeholders. Support the development and implementation of systems and processes which 
prioritise work requests based on meeting key Agency objectives.  
 
Proactively assist the monitoring and review of processes and procedures to ensure that Agency 
objectives are met and implement strategies and procedures to continually enhance the service.  
 



 

Maintain competence in subject matter specialism, undertaking research and information gathering to 
ensure the Agency adopts and maintains best practice in areas of specialism, providing ad hoc advice 
as required.  
 
Roles at this level may be required to manage a range of assigned resources. Staff management 
duties may be either through direct line management (including appraisals, performance management 
and other duties) or through matrix management of a virtual team of officers. The role holder will be 
expected to effectively co-ordinate resources to support the principals of ‘joined up’ response.  
 
Personal commitment to continuous self development and service improvement.  
 
Through personal example, open commitment and clear action, ensure diversity is positively valued, 
resulting in equal access and treatment in employment, service delivery and communications.  
 
Where the roleholder is disabled every effort will be made to supply all necessary aids, 
adaptations or equipment to allow them to carry out all the duties of the role. If, however, a 
certain task proves to be unachievable, job redesign will be given full consideration.  

 



 

Role Portfolio  
 

1. Provision of Communications Support to Community Programmes 
 

• Deliver activity to produce a Communications Strategy for the In Our Nature programme, 
ensuring all partners are fully engaged in its development. 
 

• Meet regularly to ensure the programme is delivering in line with the strategy and share best 
practice and lessons learned, continually improving the impact of programme communications.   
 

• Ensure all programme communications comply with funder requirements.  
 

• Manage any external providers of communications materials and assets brought in to support 
programme delivery. 

 
2. Asset Creation and Dissemination 

 

• Working with external providers:  
o produce a suite of digital and print assets for community engagement activities 
o deliver ongoing campaigns on different climate themes including through social media 
o market and promote programme events, workshops, festivals and community 

assemblies. 
 

• Oversee the ongoing development and population of the programme’s website and online 
Resource Hub, ensuring design and content is accessible, engages a wide range of audiences 
and is aligned to the City’s Climate Change Framework. 
 

• Deliver partner liaison around programme communications and the wider dissemination of 
assets for community engagement in climate change activity. 
 

• Support the Manchester Climate Change Partnership to promote and disseminate programme 
achievements. 

 
3. Building a Climate Movement 

 

• Deliver activity to capture and collect stories that document successful approaches to 
community climate action and the impact generated in order to showcase what is possible and 
inspire others to do the same. 
 

• Support the outreach and engagement of intermediaries – external organisations who can help 
connect their community networks to programme knowledge and assets.  
 

• Support the promotion of the programme’s Community Coalition activity and produce 
communications material for it to widen its reach and impact. 

 
4. Sharing Knowledge 

 

• Position Manchester’s climate movement within regional and national community climate 
activity and programmes, sharing best practice and lessons learned to improve impact.  

 

 



 

Communications Officer – Key Competencies and Technical Requirements  
 
Our Manchester Behaviours  
 

• We work together and trust each other  

• We’re proud and passionate about Manchester  

• We take time to listen and understand  

• We ‘own it’ and aren't afraid to try new things.  

 
Generic Skills  
 

• Communication Skills: Speaks fluently, expresses opinions, information and key points of an 
argument clearly, makes presentations and undertakes public speaking with skill and 
confidence.  

• Analytical Skills: Ability to absorb, understand and quickly assimilate complex information and 
concepts and compare information from a number of different sources.  

• Planning and organising: Ability to organise own time effectively, creating own work 
schedules, prioritising, preparing in advance and setting realistic timescales for own self and 
others. Has the ability to visualise a sequence of actions needed to achieve a specific goal and 
how to estimate the resources required.  

• Problem Solving and Decision Making: Ability to formulate independently a range of options 
for new or unfamiliar situations and to select the appropriate course of action to produce a 
logical, practical and acceptable solution. An ability to make independent decisions of a 
relatively uniform nature.  

• Strategic Thinking: Skills to develop measures and methods for monitoring and evaluating 
performance against the strategic plan.  

• ICT Skills: Ability to use multiple applications, systems and associated software packages.  

• Research and Intelligence: Ability to conduct research using a variety of techniques, in order 
to gather evidence and evaluate intelligence, recording in compliance with documented 
standards and legislation.  

• People Management: Ability to organise own and others activities with an ability to carry out 
operational planning for a specific service area.  

 
Technical Requirements  
 

• Contribution to and understanding of current approaches to community activation and 
engagement through communication tools and techniques 

• Knowledge and understanding of the ways in which climate change is affecting 
communities and what actions can be taken to reduce emissions and build community 
resilience.  

• Knowledge and understanding of the Manchester Climate Change Framework. 

• Strong copywriting skills with excellent attention to detail  

• Demonstrable understanding of the principles of good design, content, digital marketing and 
brand 

• Experienced in the following: 

o writing, editing, and distributing content, including publications, press releases, website 
and social media content, annual reports, and marketing collateral.  

o using and managing content management systems, social media platforms, web 
analytics tools and digital marketing methods.  



 

o managing social media campaigns and social media communities with a view to building 
and maintaining online engagement. 

o Managing external communications specialists 

o evaluating and meeting the communications needs of people of different backgrounds 

 


