
THE KING’S FUND 
 

Job Description 
 

Digital Communications Assistant 
 
 
Grade:  3  
Hours:   Full-time (35 hours per week) 
 
 
We are looking for an enthusiastic and pro-active individual to support our digital 
communications work. This is a fantastic opportunity for the right person to develop 
their experience in a busy and dynamic communications department in a well-
respected health think-tank and charity. 
 
You will help write, edit and produce content for The King’s Fund’s website and social 
media channels.  You will also help monitor and evaluate our digital communications, 
and assist with tasks to support the wider communications team. 

You will be organised, enthusiastic and have a demonstrable interest in digital 
communications. You will need to use a number of different software packages as 
part of this job - for example to update our website and do simple audio editing - so 
you must be unfazed by new technologies and able to learn new IT skills quickly. 

Above all, you will be motivated, adaptable and have outstanding written and verbal 
communication skills. We’ll expect you to work hard to support the team, but we also 
see this as a developmental role:  we want you to contribute ideas and to give you a 
varied role that will allow you to develop your skills. 
 
You’ll be part of a friendly, four-person digital communications team, and a member 
of a  busy communications department, made up of a media and public affairs team, 
a marketing and corporate communications team and a publishing team. 
 
Main duties and responsibilities  
 
This is a varied role and you will need to be flexible and willing to take on a range of 
tasks.  
 
1. Website updating 
To assist the digital communications team by: 
 
 - Checking web content, such as press releases and events pages on the 
 website 
 - Carrying out basic editing of images for the website using Adobe Photoshop 
 - Updating our website using our Drupal content management system 
 - Helping arrange audio and video recordings for the website, and doing 
 simple audio editing using Audacity editing software 
 
 
2. Social media 
To assist in keeping our social media presence up-to-date and engaging by: 
 
 - Helping to keep our social media presence - on Twitter, Facebook, LinkedIn 
 and YouTube - up to date and engaging 
 - Assisting with social media monitoring and analysis 



 - Proof-reading transcripts of audio and video content, and adding these to 
 our videos on YouTube 
 - Researching new ways to raise the digital profile of The King’s Fund 
 
 
3. Digital marketing 
To help increase the numbers of people who access The King’s Fund website by: 
 - Supporting the monitoring and evaluation of our digital activity, using Google 
 analytics and other packages 
 - Helping with search engine optimisation and pay-per-click for the website 
 - Assisting in producing emails for our digital marketing campaigns and 
 helping to keep our contacts database up to date. 
 
 
4. Website administration 
To assist in providing a professional response to users of The King’s Fund website 
by: 
 - Checking and responding to emails that come to our general website 
 email in an appropriate manner 
 - Checking comments added to the website, deleting spam and flagging to 
 other members of the team if comments require a response or may infringe 
 our comments policy 
 - Helping to set up and analyse user surveys  
 
 
5. General communications assistance 
To support wider communications activity across the communications department 
when required. This may include helping with exhibitions and corporate events, and 
supporting the media team. 
 
Person specification 
 

• Educated to degree level or equivalent 
• Experience of working on digital communications for an organisation or 

campaign, either in a voluntary or paid capacity 
• Excellent writing skills - able to write in concise, error-free English 
• Strong communication and interpersonal skills - able to articulate clearly 

verbally and in writing to a variety of people at all levels 
• Good attention to detail  
• Conversant in, and enthusiastic about, using social media platforms  
• Demonstrated interest in digital media 
• Ability to work well in a team, but also able to work independently 
• Motivated, pro-active, well-organised, reliable and willing to work flexibly 
• Able to use Microsoft Office programmes, in particular Word and Excel, to a 

good standard 
• Strong administrative skills and a methodical approach to handling tasks and 

meeting deadlines.   
• Basic knowledge of HTML and experience of using content management 

systems is desirable but not essential 
• Experience of the following software would be a bonus, but if not we are 

happy to teach you how to use them:  Audacity; Photoshop; Powerpoint 
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