
 
 

 

Digital Communications and Media Officer 

Job description and responsibilities 
 
Reports to: Head of Engagement  

Direct Reports: None 

Indirect reports None 

Location of Role: Guildford 

Contract: 

Salary: 

Full-time 

£26,000 - £28,000 

 

Purpose of Role: 
This role supports the effective delivery of Cycling UK’s digital communications strategy.  It will 

largely focus on web based and digital content including features, news reviews and advice – 

across multimedia including video.  The role is responsible for supporting the Web Editor in 

commissioning and uploading content; writing content, editing and proofreading content; 

development of the website, liaising with the IT department over any technical issues and 

supporting the social media officer when required.  

 

Scope of Role: 
Working closely with the Web Editor, the role will be to ensure our website is kept fresh, up to 

date, relevant and of a professional standard to promote the key work of the Charity inspiring a 

million more people to cycle. 

 

The role will also involve supporting the wider communications team in researching and writing 

up case studies, supporting the social media officer, originating ideas for the website, working  

closely with our video team on producing content, and deputising for the web editor in their 

absence. 

 

Specific Duties and responsibilities: 
1. Liaising with the Web Editor to upload content to our website, ensuring content is 

accurate, legally sound and properly formatted.  This includes proof reading and editing 

where appropriate. 

2. Researching and writing content for the magazine, including case studies from projects 

such as Big Bike Revival, Cycle for Health and Women’s Festival of Cycling. 

3. Liaising with IT team to resolve any technical issue with the website. 

4. Producing educational and promotional content for the fundraising department and in 

liaison with corporate partners. 

5. Deputising for the Web Editor in their absence. 

6. Commissioning content, including setting up photoshoots, for the website. 

7. Supporting the communications team in answering media enquiries. 

8. Supporting the Social Media officer and on occasions, deputising for them. 

9. Originating ideas for content for the website and Cycle magazine, and writing up in an 

engaging way. 

10. To provide input to the development of Cycling UK’s website. 

11. To assist the Web Editor with editing internal contributions to our ‘Cycle’ magazine and 

providing news content. 

12. To undertake other related tasks such as Cycling UK’s participation in exhibitions, 

shows and rallies, also the identification and management of opportunities for Cycling 

UK to benefit from event-related PR ‘stunts’ and, where appropriate, displays. 
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13. Liaising with the video unit on producing outstanding and engaging content for us 

across all digital platforms. 

14. Taking part in or initiating project and team meetings as required. 

15. Producing management information, monthly reports and progress update for the CEO 

and/or SMT as required. 

16. Other duties as maybe specified by the line manager and SMT from time to time. 

17. To follow and abide by Cycling UK policies and procedures as detailed in the Staff 

Manual at all times including Health and safety, Equal Opportunities and Confidentiality.  

18. To act as an ambassador for Cycling UK at all times. 

19. Some weekend and out of hours work may be necessary. 

 

 

This is a description of the job as it is presently constituted. It is the practice of Cycling UK to 

examine job descriptions from time to time and to update them to ensure they relate to the job 

as then being performed, or to incorporate whatever changes are being proposed.  This will be 

conducted in consultation with you. It is our aim to reach agreement on changes, but if 

agreement is not possible, Cycling UK reserves the right to insist on changes to your job 

description, after consultation with you. 

 

 

 

Job Holder: …………………………………………………………………  Date: …………………………….. 

 

Line Manager: ……………………………………………………………  Date: …………………………….. 

 

Personnel Manager: …………………………………………………..  Date: …………………………….. 
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Digital Communications and Media Officer 
 

Person Specification 
  

Cycling UK is fully committed to the principles of equality of opportunity and is responsible for 

ensuring that no job applicant, trustee, employee, volunteer or member receives less favourable 

treatment on the grounds of age, gender, disability, race, ethnic origin, nationality, colour, parental 

or marital status, pregnancy, religious belief, class or social background, sexuality or political 

belief. 
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Educated to degree level or equivalent 

experience. 
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 Experience of voluntary and/or political 

campaigning, or working in the voluntary sector 

organisation, social enterprises or the media 

 

Experience of writing campaigning or publicity 

materials (leaflets, briefings, web-pages etc.) 

Experience of voluntary and/or political 

campaigning on issues relating to cycling, 

transport, environment, health, legal or 

other relevant issues. 

 

Experience of dealing with the print or 

broadcast media. 

S
k

il
ls

 

Excellent communication skills, verbally, in written 

documents and via online and social media. 

 

High levels of computer literacy to include MS 

Office, PowerPoint, internet and databases. 

 

Project management and time management skills. 

 

Thorough, analytical, able to extract and use 

evidence from internal and external sources to 

generate insight, build and monitor campaigns. 

 

Able to work collaboratively. 

 

Capable of taking strategic view. 

 

Meeting targets and deadlines. 

 

Design skills, visual presentation of data, 

and knowledge on online mapping. 

 

Project management. 
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To be honest, reliable and flexible. 

 

Outward looking, creative and visionary. 

 

Team player, able to contribute to the team. 

 

Highly motivated and able to work autonomously 

as well as follow direction. 

 

Self-motivated, enthusiastic, determined, 

organised, with a flexible hands on approach to 

work and be able to communicate and represent 

Cycling UK at all levels in a structured, dynamic 

and professional way. 

 

Result focused. 

 

 

O
th

e
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Commitment to the aims of Cycling UK, in 

particular their aims to improve safety for cycling 

and/or to encourage increased cycle use. 

 

Commitment to work in collaboration with 

colleagues, volunteer campaigners and 

professional contacts within Cycling UK and in 

other organisations with related interests, in 

pursuit of the above aims. 

 

High levels of initiative but with the ability to work 

as part of a team. 

 

A can-do attitude to work, concentrating on 

solutions rather than focussing on difficulties. 

Cyclist, member of other activity 

organisations. 

 

 
 
 
 
 

Job Holder: …………………………………………………………………  Date: …………………………….. 

 

Line Manager: ……………………………………………………………  Date: …………………………….. 

 

Personnel Manager: …………………………………………………..  Date: …………………………….. 
 


