
 

 

Age UK Sheffield 

PR and Communications Officer 

Job description  
 

Post     0.6FTE 

Accountable to  Chief Executive 

Employing Authority  Age UK Sheffield  

Salary   £20,434 per annum (pro rata) 

Office base    Eyre Street 

Purpose of role 

To promote the work of Age UK Sheffield with the aim of improving income 

generation opportunities through paid-for services, fundraising, and service 

marketing, as well as general awareness-raising. 

Responsibilities 

To work with the Chief Executive to support the charity in the delivery of day-to-day 

communications and campaign activities. 

Communications planning and publicity work (approx. 1 day per week) 

1. To work with the Chief Executive and other senior managers to develop and 

maintain a “grid” of upcoming stories to ensure a planned and consistent flow of 

publicity about Age UK Sheffield 

2. Research, write, distribute, and monitor press releases (on average one per 

week) promoting an aspect of service delivery, including: information and advice, 

paid-for services, Wellbeing Centre, community development, insurance and 

retail. 

3. Ensure the charity website and social media accounts are regularly reviewed and 

kept updated, overseeing a social media plan which can be implemented by 

colleagues and volunteers. 

Member and stakeholder relations (approx. 1 day per week) 

4. Research, write and distribute one members’ e-newsletter per month. 

5. Research, write and distribute one e-newsletter per month to key stakeholders, 

such as funders, commissioners, health and social care influencers in Sheffield. 

6. Research, write and co-ordinate the design and print of a quarterly members’ 

magazine. 



 

 

7. Distribute other written communications as required, such as fundraising or 

campaigning information, or in support of wider campaigns. 

8. Ensure newsletter distribution lists are kept up-to-date and compliant with data 

protection laws. 

Campaigns and promotions (approx. 1 day per week) 

9. Develop and deliver high quality, engaging campaigns to promote specific 

aspects of Age UK Sheffield’s operations, such as: 

a. The promotion of paid-for services in new areas 

b. Campaigns such as for a time-limited service, a public affairs issue, or a 

funding pledge 

10. Deliver and/or commission leaflets and other visual materials as required. 

11. Reports and service promotion to celebrate achievements in the delivery of a 

specific project (eg. annual reports, case studies, video interviews). 

12. Ensure distribution lists for service delivery campaigns are kept up-to-date, such 

as libraries, GP surgeries, lunch club venues. 

13. Other related activities in support of campaigns, such as organising and attending 

promotional events. 

 

 


