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Communications Officer 
 

Department: Partnerships & Communications 

Place of work: London, United Kingdom 

Duration: 12 months (Maternity Cover) – 6 January 2020 – 22 January 2021 

Grade: 7 

Salary: £25,601 - £27,201 

Reports to: Head of Partnerships & Communications 

 

 

About Water & Sanitation for the Urban Poor (WSUP) 

 

WSUP is a not-for-profit company that helps transform cities to benefit the millions who lack 

access to water and sanitation. We were created in 2005 as a response to the urban 

explosion that has left many cities unable to provide basic services, such as access to a 

toilet or drinking water, to low-income communities.  

 

We work in seven countries in sub-Saharan Africa and Asia, supported by an office in the UK. 

Since inception we have helped over 20 million people access better water and sanitation 

services. 

For more information about WSUP's vision and approach, see www.wsup.com. 

 

 

About the role 

 

This role will manage the delivery of communications to a range of audiences, including 

existing and potential funders, policymakers, other major investors and non-profits working in 

water and sanitation. 

 

This role would be perfect for someone looking to develop their all-round communications 

skills, with a strong focus on creating compelling content for a wide array of audiences. The 

successful candidate will have the experience to help WSUP communicate complex stories 

around urbanisation, policy change and capacity building in creative and engaging ways. 

 

 

  

http://www.wsup.com/


 
 

Application deadline 

10 November 2019 

 

Interviews 

Week commencing 18 November 2019 

 

The full job description can be found below. 

 

To apply for this position, go to https://www.wsup.com/vacancies/ to upload your resume and 

cover letter. 

Please note: This job is based in the UK.  Applicants must have the right to work in the 

UK at the time of application.  Please do not apply if this is not the case. 

 

  

https://www.wsup.com/vacancies/


 
 

Job Description 

Overall purpose 

 

The aim of the role is to support delivery of WSUP’s communications strategy, working 

closely with communications leads in WSUP’s country teams as well as colleagues in 

London. 

 

Main responsibilities & tasks 

 

Website 
 

− Lead on website management, identifying content that needs to be updated, sourcing 
content from colleagues, and editing as needed 

− Manage hosting, maintenance and development is implemented smoothly through 
maintaining relationships with WSUP’s external digital partners 

 
Video 
 

− Project manage the delivery of professionally created videos that showcase WSUP’s 
work and insights 

− Edit simple videos for social media 
 
Social media 
 

− Manage WSUP’s social media communications to enable us to reach new audiences, 
increase engagement with our content, and tailor messaging for our different 
channels 

− Plan and schedule content to best align with external priorities, needs of our partners, 
and internal goals 

 
Print materials 
 

− Manage relationships with designers, commissioning and overseeing projects 

− Create simple documents in InDesign such as event invitations or two-pagers  
 
Dissemination 
 

− Work with head of Partnerships & Communications to plan and develop content 
creation and profile opportunities around major events in the urban water / sanitation 
calendar, such as World Water Week, World Toilet Day and World Cities Day 

− Plan, write and send out WSUP newsletters to best showcase new content 
 

Case studies 
 

− Work with country teams to plan the gathering of case studies that demonstrate the 
human impact WSUP’s work has 

− Provide guidance to country teams to help them gather interviews and photos 

− Edit case studies and ensure integration into wider communications work 
 

  



 
 

Communications support to teams 
 

− Provide advice across organisation on various aspects of communications, for 
example on executing events, running photoshoots, and maximising opportunities for 
profile  

− Alongside other members of the communications team, act as brand guardian, 
helping to ensure consistency of brand across all WSUP outputs 

 
Reporting 
 

− Provide simple reports to colleagues on impact on communications activity, using 
Google Analytics, MailChimp and analytics from WSUP’s social media accounts 

 
Other 
 

− Ensure data is collected, handled and stored in compliance with regulations, 

including GDPR and PECR, and WSUP’s safeguarding procedures 

− Any additional duties as may be reasonably required within the scope of the above 

− This document is not an exhaustive list of core elements of the role; it is a working 

document and may be amended from time to time by mutual agreement 

 

 

Person specification 
 
Evidence that applicants meet the essential criteria will be assessed by the following 

methods: Application (A) Interview (I) Test (T), as indicated below. 

 

Essential 
 

Qualifications 

and 

experience 

− Experience in working with diverse, and often geographically remote, 

colleagues on projects (A) 

− Experience in communicating complex ideas in engaging ways (A, I + 

T) 

− Experience of creating multi-channel communications, ensuring stories 

are adapted for usage across different channels and outlets (A) 

− Experience of commissioning, and managing, communications 

consultants e.g. photographers / filmmakers (A) 

− Experience of using basic analytics to measure website / social media 

impact (A) 

 

Knowledge 

− Basic knowledge of issues in international development (I) 

− Knowledge of cultural dimensions to working and communicating 

internationally (I) 

− Knowledge of relevant regulations relevant to this role, including GDPR 

and PECR (A,I) 

 

Skills and 

abilities 

− Excellent writing and editing skills (I + T) 

− Ability to build strong internal working relationships with good 
diplomacy skills (I) 



 
 

− Ability to meet deadlines and prioritise competing priorities (I) 

− Comfortable planning, using and assessing effectiveness of social 
media (I) 

− Simple layout and photo-editing skills (InDesign, Photoshop) 

− Excellent Microsoft Office skills (Word, Excel, Powerpoint, Outlook) (T) 

− Comfortable with a wide range of IT / software including Wordpress, 
cloud-based file storage, social media scheduling tools, Google 
Analytics (A + I) 
 

Other 

− Comfortable working very collaboratively with colleagues based in the 

same office and overseas (I) 

− Commitment to the vision and aims of WSUP (I) 

− Adhering to WSUP policies regarding safeguarding and Business 

Ethics (A) 

 

 
 
Desirable 
 

Qualifications, 

experience, 

knowledge, 

skills 

− Understanding of communications in the not-for-profit / social impact 

sector (A) 

− Language skills (French or Portuguese) (A) 

 


