
 
 

 

  

 

PERSON SPECIFICATION 
Communications Manager 

    
  Essential Desirable 

1  Education   

 We are looking for someone who has:-   

1.1  Graduate level qualification or equivalent  x 

    

2  Skills & Abilities 
We are looking for someone who can demonstrate the 

following: 

  

2.1  Excellent user of IT using a wide range of MS Office and software x  

2.2  Creativity and knowledge in developing websites x  

2.3  Excellent verbal and written communications skills, with the ability 
to relate to people at all levels 

X  

2.4  Ability to produce informative and engaging content for a variety 

of channels and audiences 

X  

2.5  A keen eye for detail  x  

2.6  Excellent organisation and administrative skills with the ability to 

work effectively to deadlines, meet targets and achieve 

demonstrable results. 

x  

2.7  The ability to prioritise workload effectively x  

2.8  The ability to creatively produce flyers and promotional material x  

    

3  Experience 

We are looking for someone who can demonstrate experience of: 
 

  

3.1  Working successfully in communications, public relations or 

journalism 

x  

3.2  Successfully utilising all channels of on-line/social media   

3.3  Developing and managing a website x  

3.4  Developing positive relationships with a wide range of people, 
including media outlets 

x  

3.5  Significant experience of using social media with an interest in 

emerging on line trends 

x  

3.6  Researching and writing copy, blogs, web content and press 

releases (that can be tailored for Twitter  and other social media 

platforms) resulting in consistent messaging 

x  

3.7  Meeting objectives and deliverables within pre-agreed timescales x  

3.8  Successfully managing multiple projects x  

    

4  Special Knowledge 
We are looking for someone who can demonstrate: 

  

4.1  Knowledge of Reform and/or Progressive Judaism x  

4.2  Knowledge of the wider national and international issues affecting 

the Jewish community 

x  

4.3  An understanding of our ethos and values x  
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Selection will be made according to how closely your application matches the requirements of this 
specification. 

5  Personal Qualities 

We would like someone who can show: 

  

5.1  Evidence of a highly professional attitude and work ethic x  

5.2  A calm and confident manner, particularly when under pressure x  

5.3  A flexible and adaptable approach to work with sound judgement 

honesty and integrity 

x  

5.4  Willingness and availability to work on some evenings/occasional 

weekends.  

x  

5.5  Willingness to develop and learn new skills as the work requires x  


