
  

 

 

 

Job Description 
 

 

 

 

 

 

 

 

Job Title 

 

Corporate Responsibility Officer (Communications) 

 

Department 

 

Economic Development Office 

 

Grade 

 

D 

 

Location 

 

Guildhall West Wing 

 

Responsible to 

 

Corporate Responsibility Manager 

 

Purpose of the post 

To increase engagement in the Corporate Responsibility team’s initiatives by leading 

on the planning and implementing of the team’s communications plans. Includes: the 

City of London’s Employee Volunteering Programme, Payroll Giving scheme, City 

Action programme, Lord Mayor’s Dragon Awards, and Responsible Procurement 

work. To support the Corporate Responsibility Manager and other team members 

where necessary and as appropriate to the grade. 

 

Main Duties & Responsibilities 

 

To increase engagement and involvement in the Corporate Responsibility team’s 

initiatives, both internally and externally, by leading the planning and 

implementation of the team’s communications. 

 

1. To contribute to the marketing and evaluation of the Employee Volunteering 

Programme and City Action (employee volunteering broker), including 

producing annual impact reports, monthly newsletters, best practice articles, 

website updates, Twitter content, and delivering presentations 

 

2. To lead the planning and implementation of the City of London’s Payroll 

Giving Scheme with a year-on-year increase in donations 

 

3. To increase the number of businesses buying from social enterprises by 

delivering the communications plan for the Buy Social Directory and 

promoting it to City buyers 

 

 



  

 

 

4. To develop and manage relationships with internal City of London 

stakeholders and external key agencies to ensure the range of City of 

London’s Corporate Responsibility programmes are promoted and supported.  

Represent the City of London Corporation at external (possibly out of hours) 

networking events 

 

5. To support the Corporate Responsibility Manager in developing Corporate 

Responsibility projects and engaging City-based businesses in understanding 

and implementing them, e.g. sustainable procurement 

 

6. To monitor and respond to team generic email accounts, in line with service 

delivery and customer service requirements  

 

7. To undertake research about the Corporate Responsibility sector, and write 

briefings on findings via email updates to the team. To collate any relevant 

data/statistics and co-ordinate information for internal briefing documents 

 

8. To support with event management, including planning and logistical 

delivery of Corporate Responsibility events  

 

9. To work with the City of London’s external PR agency to devise and generate 

high-profile media coverage 

 

10. To support the Corporate Responsibility Manager to monitor the Corporate 

Responsibility team budget  

 

Other 

 

11. To keep abreast of current practice and future developments in Corporate 

Responsibility to contribute to the strategic development of the wider 

Corporate Responsibility programme 

 

12. To provide assistance to other members of the Corporate Responsibility team 

as may be required. To undertake any other duties that may reasonably be 

requested appropriate to the grade 

 

13. To actively seek to implement the City of London’s Occupational Health and 

Safety Policy in relation to the duties of the post, and at all times give due 

regard to the health and safety of both themselves and others when carrying 

out their duties. 

 

14. To actively seek to implement the City of London’s Equal Opportunity Policy 

and the objective to promote equality of opportunity in relation to the duties 

of the post. 

 

 

  



  

 

 

Person Specification 
 

 

 

 

 

 

 

 

Job Title 

 

 

Corporate Responsibility Officer (Communications) 

 

Department 

 

 

Economic Development Office 

 

Grade & Level 

 

 

 D                                          Level: 2 

 

Please find below the key skills, experience and core behaviours required to undertake this 

post. Evidence of these will be used in the decision making process. 

 

Technical Skills / Professional Qualifications / Relevant Education & Training 

 

Educated to degree level (or equivalent) or with demonstrable experience in a Marketing 

and Communications role and a keen interest in Corporate Responsibility  

 

Computer literate with MS Word, Excel, Database, design / web packages e.g. adobe, 

photoshop, sharepoint. 

 

Experience/ Skills Required 

 

Project management, including management of multiple projects and competing 

deadlines with a positive/’can do’ attitude 

 

Successful and creative publicity/promotion activities that increase stakeholder 

engagement and raise profile of initiatives 

 

Confident communicator with a flair for writing and excellent attention to detail - 

including writing content for websites, managing social media channels, producing e-

newsletters, delivering presentations, and reporting on programme impacts 

 

Managing relationships with external agencies, such as designers, printers and press 

contacts 

 

Customer service; ability to deal with queries and solve problems  

 

Budget administration and monitoring 

 

 



  

 

Events management – able to demonstrate strong organisation and planning skills 

 

Monitoring and evaluation – experience of having implemented and operated a 

monitoring and evaluation system including providing reports and reviewing impact 

Keeps abreast of best practice in Corporate Responsibility, and latest developments in 

marketing, stakeholder engagement and communications. 

 

A keen interest in Corporate Responsibility or Corporate Community Involvement 

 

Core Behaviours 

 

Below are the core behaviours identified for this post.   Please give examples of how you 

have exhibited these behaviours in your previous role(s).  It is essential you address the key 

indicators. 

 

Thinking 

  

Planning and Organising… Managing time, competing priorities and resources in a 

structured way. 

 

 Plans ahead to ensure agreed deadlines are met 

 Changes priorities and switches between tasks without losing sight of deadlines 

 Monitors plans and progress, taking corrective action where needed 

 Pro-actively keeps relevant stakeholders informed of plans and updates them 

when things change 

 

 

 

Building Relationships 

 

Communication and Influence… Presenting information and arguments verbally or in 

writing to improve understanding, influence outcomes and foster engagement and support. 

  

 Takes account of the audience and/or readership, the urgency and the content of the 

message 

 Gets key points of written communication across without ambiguity 

 Contributes effectively and concisely at team meetings 

 Gives appropriate and balanced feedback (and is accountable for/stands by 

comments made) 

 

 

 

 

 

 

 



  

 

Team Working… Using appropriate interpersonal skills and working cooperatively to 

contribute to the development and management of positive and cohesive teams and 

partnerships within CoL and beyond. 

  

 Asks for feedback about own behaviour and style, adapting approach accordingly 

 Takes an interest in the ‘person’ as well as their work 

 Willingly shares ideas, resources and information with others 

 Offers assistance to colleagues under significant pressure or stress 

 

Self-Managing 

 

Accountability… Being responsible for one’s own actions, seeing things through, doing 

what we say we will. 

  

 Manages time and workload effectively 

 Takes responsibility for delivering own work without unnecessary supervision 

 Takes quick action to address problems either individually or through involving 

others 

 Accepts constructive feedback and adapts actions/behaviour accordingly 

 

 

 

Learning Focus… Continually learning and improving own knowledge and 

understanding.  The ability to assimilate and apply new information and the lessons of 

experience. 

 

 Seeks out learning opportunities from own profession, experience, books, 

technology 

 and people 

 Asks questions to build understanding and knowledge 

 Identifies and takes opportunities to learn and develop beyond own role 

requirements 

 Pursues self-development opportunities 

 

 

Achieving 

 

Drive and Perseverance… Maintaining a high degree of motivation and commitment to 

producing work of the highest possible standard at CoL, finishing what we start even in 

the face of challenging obstacles. 

  

 Sets stretching personal goals and achieves them 

 Is tenacious, perseveres in difficult circumstance 

 Demonstrates a disciplined approach to completing what has been started 

 Seeks out additional work when capacity allows, including work beyond own 

immediate responsibilities 

 
 

  



  

 

  

 

 

 

Summary of Terms and Conditions of 

Employment 
 

 

 
 

This summary is given as a guide and is not intended to form part of an individual’s 

contract of employment. 

 

Salary 
 

The salary for this job is £31,160 to £35,300 per annum inclusive of £5,230 London 

Weighting.  This figure will be reviewed annually from 1 July in line with the pay 

award for other salaried staff within the City of London Corporation.   

 

Contract 

 

The job is offered on a fixed term basis for a period of up to 12 months. 

 

Hours of Work 

 

Normal office hours are 35 hours per week excluding lunch breaks, Monday to 

Friday, inclusive but the post holder shall be expected to work the hours necessary to 

carry out the duties of the position.  

 

Frequency and Method of Payment 

 

This is a monthly paid appointment and salaries are credited to a Bank or Building 

Society Account on the 11th of each month. 

 

Annual Leave 

 

There is an entitlement of 28 days annual holiday plus Bank Holidays.  There are 

subsequent increases to entitlement to annual holiday according to length of service. 

 

Sickness Absence and Pay 

 

The City of London Corporation has a comprehensive Occupational Sick Pay 

scheme, details of which can be found in the Employee Handbook which will be 

made available to you upon commencement. 

 

 

 

 

 



  

 

Pension 

 

You will automatically be admitted to the City of London Corporation’s Pension 

Scheme.  Employees contribute between 5.5% and 12.5% of their pensionable pay to 

the scheme, depending on salary.   

If you do not wish to join the Scheme you must make a formal declaration stating 

you wish to opt out.  You may contact the Pensions Office directly should you have 

any queries relating to the Local Government Pension scheme and your entitlements 

under this scheme.   

 

Continuous Service 

 

If you join the City of London Corporation without a break in service (subject to 

certain exceptions) from another body covered by the Redundancy Payments (Local 

Government) (Modification) Order 1999, your service with that institution will count 

for the purpose of continuous service. The amount of continuous service which you 

have will affect your entitlement to certain contractual benefits; for example, annual 

leave, sick leave and maternity leave. A full explanation of Continuous Service is 

contained within the Employee Handbook. 

 

Probationary Period 
 

You will be employed initially on a six month probationary period.  Should either 

party wish to terminate the employment during this period, then one week’s notice 

will be required on either side, except for summary termination for gross 

misconduct. 

 

Notice Period 

 

One month by either party after satisfactory completion of probationary period. 

 

Learning and Employee Development 

 

The City of London provides for financial support and time off for staff to study for 

appropriate qualifications which relate to their duties or undertaking professional 

skills update training. There is also an in house programme covering more general 

training needs. 

 

Employee Volunteering Programme 
 

Through its partnership and regeneration work, the City of London aims to 

contribute to the social and economic regeneration of the seven boroughs bordering 

the City:  Camden, Hackney, Islington, Lambeth, Tower Hamlets and Westminster. 

These boroughs contain some of the most deprived neighbourhoods in the country.   

 

The Employee Volunteering Programme, established in 2002 allows staff to 

volunteer their time, skills, knowledge and expertise to benefit local residents whilst 

developing their own professional skills.  All staff are given the opportunity, subject 

to line management agreement, to take 2 days of volunteering leave per year to 

enable them to do this.   


