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SENIOR COMMUNICATIONS & DIGITAL OFFICER  
 
Hours of work: Full time, 35 hours per week  
Type of contract: Permanent  
Based at: Littlemore, Oxford  
Salary Band: C   
 
BACKGROUND 
 
The Berkshire, Buckinghamshire and Oxfordshire Wildlife Trust (also known as BBOWT) was formed in 1959 and 
has a vision of an environment rich in wildlife for everyone, valued by all. We aim to lead the way to nature’s recovery 
through innovative land management, and connect people with nature to improve their wellbeing. We work in 
partnership and through collaborative projects with local communities, businesses, land owners and local authorities. 
In the three counties BBOWT owns or manages over 80 nature reserves covering 2,500 hectares. We have more 
than 50,000 members, employ over 100 professional staff, and have active support from more than 1,350 volunteers. 
Each year around 12,000 schoolchildren visit our education centres. BBOWT has an annual turnover of over £6 
million and receives income from membership subscriptions, grants and donations.  BBOWT is one of 46 Wildlife 
Trusts working across the UK, each is a corporate member of the Royal Society of Wildlife Trusts. 
 
Our mission – To create a Living Landscape across our towns, cities and countryside and inspire our communities 
to act for nature. 
 
Our aim – To lead the way for nature’s recovery and connect people with nature, so that: 
 

• Our soil and water resources are managed to create functioning ecosystems and wildlife-rich places. 
• Local communities, decision-makers, landowners and business work with and for nature. 
• People recognise their dependence upon nature and its value to their mental and physical wellbeing. 

 
 
JOB PURPOSE  
 

• To ensure an active and engaging digital presence across the Trust, increasing traffic and engagement, 
supported by content created from across the teams.  

• To run specific campaigns in terms of people engagement, supporting policy change or fundraising  

• To deliver a high standard of digital communications in order to raise the profile of BBOWT.  

• To ensure regular maintenance of and reporting on the website and other e-communications. 
 
REPORTING LINE  
 
This post reports directly to the Communications Manager   
 
STAFF MANAGEMENT  
 
This post has no line reports 
  
BUDGETARY RESPONSIBILITIES 
 
This post sets and manages the website and some social media budgets 
 



  

 
KEY RESPONSIBILITIES  

• Devise and maintain BBOWT’s digital strategy including implementation across all digital platforms, 
actively growing our online audience, exploring ways to engage new audiences and encouraging our 
supporters to take an action for wildlife (including becoming members). 
 

• Maintain the BBOWT website, ensuring content is up to date, accurate as well as overseeing content 
produced by page owners in the wider organisation.  
 

• To lead (including delivery of complex technical aspects) on agreed local and national campaigns such as 
engagement campaigns, appeals, membership recruitment and e-marketing campaigns. 
 

• To produce high quality, accurate and timely written and visual content about all aspects of BBOWT’s work 
to be used on digital media, emails and written publications. 

 

• To deliver content that will tell a story of the work we do across Berkshire, Buckinghamshire and 
Oxfordshire by working across BBOWT at all levels.  This will include meetings with staff, taking 
photos/videos of activities as appropriate and writing/pulling together written content. 

 

• Create and manage the delivery of mass emails to BBOWTs supporters, members and volunteers 
reaching over 30,000 members, volunteers and campaigners. 

 

• To write high quality blogs about all aspects of BBOWT’s work including technically complex subjects that 
will shape external opinion about BBOWT’s work and drive press and social media coverage. 
 

• To use online analytics to monitor and report on the success of the Trust’s digital communications and 
identify opportunities to increase traffic and engagement. 

 

• Coordinate the monitoring of social media to protect the Trust’s reputation.  

 

• To set and manage the website and some social media budgets. 

 

• To train staff and volunteers to edit and website and use social media on BBOWT’s behalf in an effective 
and timely manner 

 

• To maintain a high standard in the production of all BBOWT materials and communications in a timely 
manner.  
 

• Recruit and manage volunteer staff, as needed, to complete special projects and to contribute to the 
website. 

 

• Adhere to all Trust policies, procedures and systems. To represent the Trust in a professional manner and 
to act at all times in a manner which will not damage its reputation. 
 

• To ensure that all health and safety obligations are met in all aspects of the role  
 

• To provide regular reports as required 
 

• To engender a culture of membership recruitment within the team 
 

• Any other duties as delegated by the line manager, Head of Department or Chief Executive. 
 

 

 

 



 

PERSON SPECIFICATION 

 Essential Desirable 

Self-motivated, willing to learn and able to work to targets without close 
supervision  

✓  

Demonstrable experience of using social media and web content and 
emails to engage a wide audience to either take action or engage with an 
organisation or campaign 

✓  

Educated to degree level or equivalent ✓  

Demonstrable experience of creating and editing video and engaging 
graphics for use on social media 

✓  

Experience of using social media, such as Twitter and Facebook for an 
organisation  

✓  

Experience of using web Content Management Systems (preferably 
Drupal) 

✓  

Demonstrable high standard of writing for the web  ✓  

Experience of developing a digital strategy  ✓ 

Experience of using social media advertising to support campaigns and 
increase user engagement 

 ✓ 

Experience of managing digital media including web technologies (HTML 
and CSS) 

 ✓ 

Knowledge of methods of generating web traffic and improving 
performance (search engine optimisation).  

 ✓ 

Experience of data analysis (e.g. google analytics)   ✓ 

Experience of using Adobe Creative Suite or similar  ✓ 

Good sense of design and layout  ✓  

A team player with a flexible approach to work  ✓  

An interest in wildlife and local nature conservation ✓  

Experience of producing e-newsletters   ✓ 

Experience working with volunteers   ✓ 

Knowledge of and interest in photography   ✓ 

Current valid UK driving licence  ✓    

Ability and willingness to demonstrate the BBOWT values of Integrity; 
Respecting Others; Personal Responsibility; Team Work; and Learning 
Culture 

✓  

 
MEASUREMENTS OF SUCCESS  
 

• Increase in the Wildlife Trust’s profile by promotion of our activities through social media, website, e-news 
bulletins, in line with the targets established through the trusts five year communications strategy. 

• Conversion rates and levels of engagement, of BBOWT members and other key audiences, with digital 
communications.  

• Demonstrable prioritisation of work to meet BBOWT’s key objectives.  

• Consistency of corporate messages and images for all digital communications in line with BBOWT’s values 
and vision.  

• Amount of supervision required to achieve the above 
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