
 Citizens Advice East Herts
Role Description and Person Specification

Communication Assistant

Hours: 4 hours per week but flexible

Location: Ware or Bishop’s Stortford 

Report to: Chief Executive

Context of role: Citizens Advice East Herts covers a wide geographical area and 
sees a large number of clients (8,500 last year). Its workforce is mainly volunteer 
staff but it also employs some paid staff and staff work part time across five 
different locations. We have also a significant number of partners, funders and 
supporters. We are wishing to improve our internal and external 
communications but need to enhance our resources and expertise to do so. Our 
aim is to create a new communications team consisting of a number of volunteer
Communication Assistants.

Role purpose: This role will support the management team in enhancing 
internal and external communication.

Role description

Duties and responsibilities include:
 Communicate updates and news stories internally to staff.
 Publicise the work of Citizens Advice East Herts externally to partners, 

funders and supporters.
 Support the organisation with the adoption of the new Citizens Advice 

brand.
 Develop and enhance links with the local media and support other staff 

with press releases.
 Work alongside the research and campaigns team on publicising local and

national campaigns.
 Work with the management team on regular newsletters, blogs and 

briefings.
 Assist the Chief Exec with the writing and layout of the annual report, 

other publications and presentations.
 Ensure that the website is up to date.
 Assist the Chief Exec with social media with a particular focus on Twitter 

and Facebook.
 Work with the Hertfordshire Media officer on communicating any 

Hertfordshire Citizens Advice initiatives, activities, news stories etc.



 Citizens Advice East Herts
Role Description and Person Specification

Personal Skills and Qualities
 Understanding of, and commitment to, the aims and principles of Citizens

Advice and its equality and diversity policies.
 Excellent verbal and written communication skills. Experience of previous 

media, communication or publicity work desirable.
 Good IT skills, with a good understanding of social media.
 To be able to work as part of a team.
 Friendly and approachable.
 Able to communicate with people at all levels.
 Ability to manage time effectively.


