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Age UK Sheffield Person specification (Ref: PRO0119) 
 
PR and Communications Officer  
 

Category Essential Desirable 

Commitment  to outstanding communications practice, both in planning and implementation [AF, 
GD, PE, I] 

 to the highest standards of published content, both written and visual [AF, PE] 

 to representing older people in a positive light whilst effectively communicating our 
work and the need for our services [GD, PE] 

 to the highest standards of professional and corporate conduct, accountability and 
openness [AF, I] 

 

Effective 
communications 
practice 

Demonstration of excellent PR and communication skills in a fast-paced environment 
[AF, PE, I] 
 

Ability to: 

 plan effectively, ensuring a steady flow of positive publicity about our charity [AF, I] 

 meet deadlines, especially around the production of regular publications [AF, PE, 
I] 

 research your subject and interview effectively to find the most compelling story 
line [AF, PE, I] 

 write excellent content to tight deadlines [AF, PE] 

 show a flair for innovation and creativity to ensure cut-through [AF, PE, I] 

 distribute content effectively using the most appropriate communication channels, 
understanding  how best to reach your intended target audience [AF, PE, I] 

 use social media effectively [AF, PE, I] 

 learn how to use a simple Content Management System to update the charity 
website [AF, I] 

 gain the trust and confidence of colleagues and interview subjects [AF, PE, GD, I]; 

 demonstrate understanding of PR ethics, confidentiality and participant consent 
[AF, GD, PE, I] 

 treat people with unconditional respect [GD, PE] 

 travel throughout Sheffield [AF] 

Ability to carry out 
basic graphic design 
tasks such as leaflet 
design [AF, I] 
 
Experience of working 
with older people [AF] 

 
Full UK driving 
licence, access to a 
vehicle during working 
hours, and car 
insurance cover for 
business use [AF] 
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Category Essential Desirable 

Leadership, 
people and 
resource 
management 

 excellent inter-personal skills to work with a wide range of people of all ages, 
skills and abilities [AF, GD, I]  

 have the confidence to provide communications advice and get buy-in to 
strategies from managers and front-line staff [AF, I] 

 flexible and adaptable ‘can-do’ approach [AF, GD, I] 
 

Ability to: 

 work to tight timescales and manage conflicting priorities [AF, I] 

 work outside normal office hours if required [AF] 

 inspire trust, confidence and commitment [I, GD ] 

 engage and influence a wide range of key players [AF, GD, I] 

 experience of 
communicating 
new services or 
projects [AF, I] 

 experience of 
working with 
people who 
have differing 
levels of 
communication 
ability [AF] 

 

Team working Commitment to: 

 promote Age UK Sheffield’s services and commercial operations in a skillful and 
professional way [AF, GD, I] 

 implement Age UK Sheffield policies and procedures [AF] 
 

Ability to: 

 work on own initiative, accept responsibility and report on performance [AF, I] 

 fully participate in team working [AF, GD, I] 

 liaise / communicate with a wide range of people [AF, GD, PE, I] 

 respect differences of opinion and be open to constructive challenge [GD] 

 step back, reflect and learn from experience, as a member of a team [AF, GD, I] 

 

Systems and 
Information 
management 

 excellent computer literacy [AF, PE, I] 

 ability to maintain accurate databases for content distribution [AF] 

 ability to monitor and report on outcomes [AF, I] 

 good analytical skills, particularly around social media engagement [AF, I] 

 ability to analyse and use outcome information [AF, I] 

 

Contributing to 
a learning 
organisation 

 evidence of on-going learning/training [AF] 
 

Commitment to: 

 ongoing learning, both personally and at an organisational level [AF, I] 

 comfortable in a constantly evolving, innovative, task-centred world [AF, GD, I] 
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When completing your application, please show clearly how your skills, knowledge and experience match with the list above. 
These skills, knowledge and experience may have been gained in either a paid or unpaid capacity. 
 

AF = Application form  PE = Practical exercise and reflective exercise   I = Interview    GD = Group discussion 

Recruitment process 
 

1. Assessment of application form 
 
2. Group discussion: 

 
Group discussion topic: Older people’s charities often seek to promote fundraising campaigns by depicting older people as 
needy, lonely or vulnerable. But Age UK Sheffield is committed to empowering older people to live fulfilled later lives and have 
the power and independence to make their own decisions.  
 
As a group, discuss how we can encourage the public and media to support our work whilst also representing older people in a 
positive light.  
 

3. Practical exercise and reflective exercise  
 
4. Interview 


