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Head of Communications 
 

Job Description and Responsibilities 
 
 
Reports to:  Director of Influence & Engagement 
 
Direct Reports: Communications & Media Manager 

Communications Manager – Scotland 
Digital & Content Manager 
Video Producer 
 

Location of Role:  Working flexibly with an expectation of regular travel to Guildford. 
 
Contract:  Permanent  
 
Hours:   Full time (37.5hrs pw) 
 
 
 
Purpose of Role 
At a time when cycling is in the zeitgeist with both the public and governments across the UK 
realising the magic ingredient that cycling is - to our physical and mental health, to our enjoyment 
and wellbeing, to reconnecting with nature, cleaning the environment and as a viable green 
transport option in or towns and cities. 
 
The role leads the strategic direction and management of Cycling UK communications (internal 
and external) in order to raise the profile of the Charity.  To promote greater understanding of 
our programmes and campaigns to staff, trustees, members, supporters, and other stakeholders 
in achieving our strategy to get a more million people to cycle. This will be achieved through the 
effective management of Cycling UK’s media relations, proactive and reactive, the production of 
publications and other targeted communications, through film and embracing the public’s 
increasing use of digital channels.   
 
 
Scope of Role 
- To develop and implement a communications strategy covering both external and internal 

communications. Leading and giving strategic direction on communications across all 
departments, developing the charity’s brand message and language. 

- To lead Cycling UK’s Communications team, providing a clear focus and management 
direction to maximise awareness and engagement with a range of target audiences on our 
campaigns, behaviour change projects, membership and income generating activities. 

- To support the charity to maximise its successes by heralding the cause to audiences, 
increasing reach, and recruiting new members, donors, volunteers, and supporters. 
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Specific Duties 
 

 
1. Review, manage and implement a communications strategy that supports delivery Cycling 

UK’s strategy and individual departments business plans.   
 

2. Continuously develop the charity’s communications outputs to reach as many relevant 
audiences as possible, ensuring co-ordinated communications across all of Cycling UK’s 
communication channels. 

 
3. Create a strategic approach for communicating Cycling UK’s projects and programmes, 

including our campaigns and behaviour change programmes, to maximise awareness, 
impact, and engagement. 
 

4. Drive awareness of the charity to support the recruitment of new members, donors, 
volunteers, and supporters. 
 

5. Drive proactive awareness of Cycling UK through all media, enabling the team to turn 
news stories and case studies in to press releases, selling into the media and gaining 
coverage. 

 
6. Ensure our communications outputs align with our Diversity and Inclusion commitments 

to portray cycling is for everyone.  
 

7. Lead the development of relations with media and approve all media communications. 
 

8. Working closely with the head of marketing and engagement, promote Cycling UK’s brand 
proposition, consistently reflecting the vision and values of the charity. 
 

9. In conjunction with the marketing team, manage the charity’s corporate identity, advising 
on appropriate use of corporate style in all communications, ensuring a consistency of 
approach. 
 

10. In conjunction with the organisations heads of department and directors, develop themes 
and priorities that support our campaigning and policy work and behaviour change 
programmes, linking to membership recruitment and fundraising. 
 

11. Coordinate the production of the Cycle magazine, managing the external magazine 
publisher. 
 

12. Oversee digital communications, including website, social media, mass emailing, and 
video production, guiding effective use of these channels for communications activity. 
 

13. Oversee production of relevant communications literature, guiding other departments on 
production and delivery. 
 

14. Support colleagues in their communications work, including with developing and 
integrating communications plans in specific programme projects and activities. 
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15. Monitor and report on media penetration, effectiveness and balance of our 
communications outputs. 
 

16. Develop clear messages that support our objectives, with specific segmented messages 
relevant to the breath of the UK’s cycling public. 

 
17. To stay abreast of the latest thinking and technology and ensure Cycling UK maximises 

relevant opportunities.  
 

18. To proactively manage budgets under your control within agreed financial limits to provide 
value for money in delivering communications. 
 

19. To lead, develop and where necessary, participate in appropriate staff development 
activities.  

 
20. To represent Cycling UK at meetings, functions, and events, some of which may occur 

outside normal office hours and may involve long-distance travel. 
 

21. Attend Board of Trustees and other meetings as appropriate. 
 

22. Other duties as may be specified by the Chief Executive from time to time. 
 

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

 
The job description does not attempt to describe all the tasks and responsibilities of the post, 
but rather illustrates with examples the main role of the post holder.  It is therefore subject to 
alteration and development and will be reviewed as part of the appraisal process. 
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Head of Communications 
 
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. 

Req Essential Desirable 

Q
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Educated to degree level or equivalent or, relevant 
experience gained in a similar role or industry 

Further media 
experience or 
communications 
qualification 

Ex
pe

rie
nc

e/
 K

no
w

le
dg
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Several years relevant experience, at a similar level, working 
in communications in the charity or commercial sector, 
preferably with a working knowledge of membership or 
charity supporter base 
 
Experience of working across a broad range of media 
including digital, social, film and print 
 
Successfully written press releases and articles and 
secured media coverage 
 
Experience of developing and delivering PR, 
Communications and Digital Communications strategies 
 
Experience of handling sensitive media issues 
 

Experience of working 
with a Trustee Board 
 
Experience of budget 
management  
 
Managing external 
suppliers and 
contractors 
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Ability to be proactive and plan, balance and cope with 
competing priorities 
 
Ability to translate strategies into tactical plans and lead on 
implementation 
 
Excellent written and verbal communication skills 
 
Excellent attention to detail and copy writing skills 
 
Ability to write clearly and for different audiences 
 
Successful organisation of events and communications 
campaigns 
 
Ability to motivate and enthuse staff, colleagues, volunteers 
and external supporters 
 
High standard of computer competency and literacy and 
experience of using Microsoft Office, CRM databases, CMS 
Software 
 
Able to work collaboratively 

Capable of taking 
strategic view 
 
Meeting targets 
 
Website content 
 
Project Management  
 

Pe
rs

on
al

 

Self-motivated, enthusiastic, determined, organised, with a 
flexible hands-on approach to work and be able to 
communicate and represent the charity at all levels in a 
structured, dynamic and professional way 
 
A relentless commitment to excellence, creativity and 
quality 
 
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 
 
Results focus 

 

O
th

er
 

Ability to demonstrate and apply the Cycling UK values Good understanding of 
the benefits of cycling 
for everyday journeys, 
leisure and adventure. 

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


