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Internal Communications Officer 

Role profile

	Department
	Communications & Business Planning 

	Job number 
	18014
	Reports to
	Internal Communications Manager

	Date effective
	July 2025
	Salary band
	TP5



	Purpose

	To promote a professional and positive image of the A2Dominion Group through the delivery of a range of internal communications activities, including news and editorial, campaigns and projects. 




	Key responsibilities/ deliverables
	
	

	General 
Working with the Senior Internal Communications Manager, contribute to the development and delivery of internal communications plans.

Deliver routine communications projects and campaigns and support the delivery of large-scale, complex internal communications projects. 

Manage day-to-day requests from client departments.

Internal communications   
Act as an internal journalist, sourcing, planning and writing interesting and engaging copy for a range of internal channels, including intranet news and internal newsletters. 

Manage and support the delivery of internal events, including cascades, briefings and events for colleagues. 

Improve the Group’s communications with colleagues, measuring and reporting on the effectiveness of activities, undertaking regular reviews, and developing new approaches.

Work with stakeholders to understand and identify requirements and opportunities providing expert communication advice and support 

Technical / creative 
Implement the effective use of a range of marketing tools, channels and techniques, including publications, HTML emails, texts/SMS, advertising, campaigns, events, video, social media and merchandise, as appropriate. 

Provide a creative design service by developing attractive visuals, documents and multi-media for the wider team.  

Provide a copywriting, proofreading, editing and print production service, offering advice and liaising with suppliers.

Research and maintain accurate content and publish across offline and online platforms.

Promote and monitor the Group’s corporate identity, providing brand assets and advising on their use to ensure consistency.

Team / shared duties 
Contribute to shared frontline duties, including responding to general communications requests and enquiries. 

Provide cover and support for other Communications Officers, as required. 

Develop and maintain the team’s tools, systems and processes, ensuring adherence to communications guidelines, best practice and legal requirements.

Assist with general administration and support across the team.  




	Line management
	
	

	N/a



	Key internal contacts
	
	

	Communications Team, Digital Communications Team and colleagues and managers from across the Group.



	Key external contacts
	
	

	Suppliers and agencies.



	Operating environment/ dimensions
	
	

	Budget: n/a
Expenditure: n/a
Financial authority limit: n/a



	Knowledge, skills and competencies
	Essential
	Desirable

	Qualifications/training

	Educated to GCSE level or equivalent in Maths and English (Grades A*- C)
	A/T
	


	Educated to degree level or equivalent
	
	A

	A relevant professional qualification (e.g. in internal communications, marketing, PR) or equivalent
	
	A

	Knowledge and skills
	
	

	Experience of working in a busy communications, PR or marketing environment within a large organisation
	A/I
	

	Excellent copywriting, editing, proofreading skills for different audiences
	A / I / T
	

	Proactive approach to generating and writing great content, including news, features and interviews 
	A/I
	

	Intermediate level desktop publishing and brand management skills, using Canva (Adobe Creative Suite desirable)
	
	A/I/P

	Multi-media production skills, for example video 
	A/I/P
	

	Experience of delivering projects and campaigns using a range of tools and tactics, including:
· Campaigns
· Creative design
· Email marketing
· Publications
· Social media
· Website/intranet  
	A/I/P/T
	

	Email marketing production and evaluation skills, using email service providers (such as Click Dimensions) and Google Analytics
	A/I/P
	

	Experience of understanding and implementing best practice and recent trends for principles around communications 
	
	A/I

	Event management experience
	
	A / I 

	Media relations / press office experience 
	
	A / I 

	A2Dominion values

	Caring by nature, Working better together, Thinking for tomorrow

	Competency
	Essential
	Desirable

	Influential
	
	I

	Future focused
	
	

	Engaging
	I
	

	Resilient
	I
	

	Performance focused
	I
	




This role profile outlines the main responsibilities and requirements of the post.  All employees are expected to comply with reasonable management requests to carry out additional or alternative duties.

How we will assess your match to the job: 	
A = Application
T = Testing 
I = Interview
TS = Telephone Screen
P = Portfolio
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