
  

 

Job Title: Communications and Youth Voice Coordinator 

Reporting to: Director of Programmes 
Responsible for: Working with the Programme Director and Head of Philanthropy, Enterprise and Growth 
to create and execute a communications strategy and creating opportunities for young people to be heard. 

Salary: £21,157 p.a. 
Location: London-based (SE1) with occasional travel to the Midlands, Sussex, Hampshire and Dorset and 
Yorkshire. 

Start date:  January 2022 
End date: December 2022 (with the potential to extend) 
Job Type: Fixed Contract (with the potential to extend) 

Application Deadline:  14th November (5pm) 

First interviews: 16th November 

Final Interviews: 19th November 

Job Purpose & Key Responsibilities 

This is an exciting new role in our organisation and we are looking for a committed, passionate self-starter 
to get the voices and opinions of the young people we work with heard by as many people as possible. The 
candidate will have the opportunity to shape this role as they explore the best ways to get young voices 
heard. The candidate will be responsible for designing and implementing a communications strategy and 
creating opportunities for young people to speak and share their thoughts views and opinions at public 
forums. 

In addition, the post holder will be expected to lead on general office management duties.  

The key responsibilities of this role are set out here.  The tasks are not a comprehensive list and other 
duties may be required as directed by the Line Manager. It is not expected that the post-holder will be 
doing all of these tasks at once. 

Time to Shine information 

This role forms part of a wider 12-month leadership programme in partnership with The Rank Foundation 
and The National Lottery Community Fund. 

In addition to your role, you will be expected to take part in a number of leadership days and conferences 
dedicated to your professional development. Travel and overnight stays will be part of the programme and 
therefore we ask you to consider this when applying. Ideally, you should be based within reasonable 
travelling distance of the organisation. 

Key requirements for the Time 2 Shine programme: 



  

 

• You will be currently unemployed or underemployed 
• This is a 12-month entry level role starting at the beginning of January 2022 
• The role is full-time (35/37.5 hours)- job share is not suitable 
• You will be paid at the Real Living Wage rate. You will be required to travel and stay in 

accommodation for leadership days and conferences (Covid-19 restrictions allowing) 
• If successful at the interview, there will be a second interview with The Rank Foundation in 

November 2021. 

  

The recruitment process is in two stages: 

Stage 1: your application to the organisation. 

For the applicant who is successful at stage 1 

Stage 2: there will be an informal interview for you and your line manager with The Rank Foundation and 
The National Lottery Community Fund. 

The final job offer is dependent upon success at stage 2. 

Overview of Speakers Trust  

Our vision is for every young person to speak confidently and be heard. Our mission is to provide 
opportunities through training, resources and competitions for every young person to speak confidently, 
effectively and with purpose.  

Speakers Trust is the UK's leading public speaking training charity, specialising in the education, not-for-
profit and community sectors. We have worked with over 1000 schools, colleges and charities throughout 
the UK and trained over 400,000 people.  We create a pathway for young people, from primary school 
through third level, to enhance their speaking and communication skills.  These skills unlock the individual’s 
potential with benefits spreading to the home, school, the economy and society.  

We are an equal opportunities employer and welcome applications from all suitably qualified persons 
regardless of race, sex, disability, religion/belief, sexual orientation or age. 

Coordination of communications 

You will be expected to: 

• Design and implement a communications strategy 
• Write a variety of different content to support communications and marketing efforts, including 

newsletters, website copy, and brochures and press releases 
• Create video and visual content for digital media channels 
• Attend events and training to capture case studies 
• Promote our programmes and build connections with key stakeholders through impactful 

communications across all channels (including social media) 



  

 

• Monitor analytics and create reports detailing the successes and failures of communications 
campaigns and strategies 

• Write press releases and gather press attention for the work of Speakers Trust and the speeches of 
young people. 

• Respond to media inquiries and build and maintain relationships with journalists and other 
members of the press 

• Communicate with donors and supporters of all levels 

Coordination of youth voice and events 

You will be expected to: 

• Find and organise opportunities for young people to speak and deliver speeches 
• Liaise with schools and youth organisations to the ensure safety and attendance of young people at 

events 
• Work with young people to understand how and where they would like to speak and who they 

would like to speak to 
• Strategically share videos of young people’s speeches with decision makers to effect change in the 

community 

Office Management 

We are a small team and you will be expected to:   

• Fulfil general office duties (answering the phone, taking messages, greeting new clients, etc); 
• Provide support at office training events; 
• Organise staff general meetings and events; 
• Order and monitor office supplies and stationery; 

Knowledge and experience 

We value applicants with experience or knowledge of:   

• The education system; 
• Experience working with young people 
• Experience creating digital content and managing social media accounts 
• Experience of building relationships with members of the press 
• Administration 

Qualifications and Functional Competencies 

You will have: 

• An outstanding level of literacy and numeracy; 
• Outstanding written and verbal communication skills (including an excellent telephone manner and 

the ability to engage with people at all levels and the ability to write concise, coherent and accurate 
reports and emails;) 



  

 

• A high degree of personal effectiveness (Good time management skills with the ability to prioritise 
and work with a high level of productivity and the ability to adhere closely to deadlines and grant 
requirements); 

•   Knowledge of a range of computer software packages, including MS Office, Excel spreadsheets, 
(ideally SalesForce) or show the desire and ability to learn;    

Other requirements are: 

• An enhanced DBS check (or be willing to undergo a full check) as Speakers Trust is committed to 
the protection and safety of the young people we work with; 

• Attended safeguarding training (or be willing to attend) as Speakers Trust is committed to the 
protection and safety of the young people we work with; 

  

Personal / Behavioural Competencies 

You will be able to: 

• Work with colleagues collaboratively and as part of a team; 
• Manage multiple roles concurrently, effectively; 
• Take a practical approach to problem solving; 
• Take a proactive approach to your learning and development needs.  
• Work effectively under pressure; 
• Be open and honest in relationships with others; 
• Use initiative and be a self-starter; 
• Have a commitment to the development of young people; 
• Work flexibly - some evening work may be required. 

Speakers Trust is an equal opportunities employer and we particularly encourage applications from 
disabled and Black, Asian and Minority Ethnic (BAME) candidates, as these groups are underrepresented 
throughout the sector. 

 


