
 

 1

Job Description: Peace and Conflict Resolution Evidence Platform Communications 
Officer 
 
 
1. Job Details 
 
Job title:  PCREP Communications Officer (1.0 FTE) 
School:  Law 
Line manager:  Allyson Doby 
Grade:   UE06 
Duration: 1 November 2021 – 31 March 2022 with possible extension contingent 

on further FCDO funding. 
 
 
2. Job Purpose 
 
The post-holder will provide efficient and effective coordination and administration of 
internally- and externally-facing communications on behalf of the Peace and Conflict 
Resolution Evidence Platform (PCREP). The post-holder will support the delivery of PCREP’s 
communications and impact strategies, which have a substantive online presence, under the 
supervision and guidance of PCREP’s Communications Manager, Allyson Doby. The post-
holder will coordinate and administer PCREP’s communications across multiple channels 
including websites, social media channels, email and newsletters; and will work closely with 
PCREP and Law School colleagues to plan, organise and support a range of research activities 
including webinars, podcasts, meetings, and in-person events. 
 
 
3. Main Responsibilities 
 
 Maintain the programme website to keep it up-to-date with content including news stories 

and events. This will include sourcing substantive news stories from the team and partners 
and creating short inputs for ‘information’ news stories around publication launches and 
events while ensuring that all information meets the needs of its target audiences. 

 Coordinate, deliver, and suggest improvements to the PCREP’s communications strategy, 
by putting in place systems for gathering information from team members and consortium 
partners and ensuring that they are delivered through the PSRP’s established 
communication mechanisms. 

 Manage the programme’s digital communications according to its communications 
strategy, including via its web pages and web page functions, social media, and newsletters, 
to maximise audience engagement and message dissemination. 

 Play a part as a team member in the production, dissemination, and publicity of research 
outputs to different target audiences through, for example, commissioning news stories and 
blog posts, creating social media posts and campaigns.  

 Liaise with colleagues in the Law School and College communications and press teams, 
and those of the consortium partners, to maximise both University and public engagement 
opportunities relating to the Programme’s research outputs, and making sure this is 
reflected through the Programme’s own website and digital platforms.  
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 Develop and design promotional materials for events and activities relating to the 
programme, including for use in both online promotion and in hard copy. 

 Work closely with the Communications Manager to organise and run research events and 
activities, including podcasts and webinars, and in-person events targeted at general, 
policy, and academic audiences.  

 Work closely with the Programme Director, Programme Manager, and Communications 
Manager to organise and support in-person and virtual research meetings, including co-
ordinating associated communications and logistics alongside Research Office colleagues. 
 

4. Planning and Organising 
 
The post-holder will plan and manage their own workload to ensure that all the tasks are 
completed to a high standard. The post holder will design and develop communication plans, 
with an emphasis on digital and online platforms, to maximise audience engagement with the 
programme and will be responsible for organising a wide range of events. 
 
In doing so, the post holder will prioritise their own workload in the short- and long-term in 
cooperation with the Communications Manager and Programme Manager to ensure the smooth 
running of digital output activities both across the Programme and around key Programme 
dates and events.  
 
 
5. Problem Solving 
 
The post-holder will be expected to resolve problems independently and anticipate future 
problems in order to avert or deal with these as far as possible. But support will be available 
from their line manager (and/or the Programme Director where appropriate) for more complex 
issues. 
 
The post-holder will be expected to deal confidently and professionally with Programme 
communication enquiries, analysing the needs of the enquirer and applying specialist 
knowledge and skills to address the enquiry, for example by converting minimal details 
received regarding an upcoming PCREP event to a marketable event listing with full 
information. 
 
 
6. Decision Making 
 
The post-holder will be responsible for prioritising their own tasks within the overall 
Programme and will be expected to make decisions concerning the most appropriate course of 
action. They should use experience and knowledge to generate innovative ideas and to 
overcome practical difficulties and decide upon the best course of action, either independently 
or in consultation with the Communications Manager (and/or Programme Manager where 
appropriate). 
 
 
7. Key Contacts/Relationships 
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Key contacts are Allyson Doby (Communications Manager/line manager), Dr Harriet Cornell 
(Programme Manager), Professor Christine Bell (Programme Director), other researchers and 
staff within the Programme, the Law School’s Research, Knowledge Exchange, and Impact 
Office team, the CAHSS Press Office, and the CAHSS Knowledge Exchange and Impact 
Team. 
 
 
8. Knowledge, Skills and Experience Needed for the Job 
 
Qualifications 
 HNC/HND or equivalent level qualification plus typically 3 years work experience; 

 OR Broad experience (typically 5 years) acquired through a combination of job- related 
training and considerable on-the-job experience, demonstrating development through 
involvement in progressively more demanding relevant work / roles; 

 OR, for entry-level Professional roles, a degree plus some relevant experience. 

 
Experience 
 
Essential: 
 Experience of, and a high level of competence in website content management and design, 

including basic upload and design capacity generally and specifically in WordPress. 

 Experience of monitoring, evaluating and updating website content. 

 Experience in the development and delivery of a communications strategy. 

 Experience of organising a range of successful, small and large-scale events, including 
online hosting and delivery (e.g. team meetings, research meetings, training courses, public 
lectures, seminars, conferences, etc.). 

 Experience of working effectively with a range of academic and non-academic 
stakeholders (e.g. academic researchers, policy-makers, funders, advisory bodies, 
professional communities, media and the general public). 

 Experience and competence in using social media effectively in a work environment. 

 Experience of proactively advising on relevant methods of information dissemination. 

 Experience in the design of marketing and dissemination materials for publicity purposes, 
such as flyers, leaflets, posters, slide shows and briefing papers. 

Desirable: 
 
 Previous experience of working in an academic research environment. 

 Previous experience presenting quantitative data in research reports or materials. 

 Experience of using Drupal software for website content management and InDesign and/or 
other Adobe products for design work. 

 Previous work experience relating to peace processes; 
 Previous work experience relating to fragile and/or conflict-affected states. 
 
 
Knowledge, Skills, and Competencies 
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Essential: 
 Ability to work collaboratively with others to produce and disseminate research outputs. 

 Well-developed skills in workload planning and prioritisation. 

 Ability to work well under pressure and meet deadlines while still paying close attention 
to detail. 

 Proven (written and oral) communication skills, and presentation and interpersonal skills. 

 An awareness and commitment to high standards of integrity, ethics, managing risk, and 
the ethos of a research programme funded with money from UK Aid and aiming to 
contribute to the reduction of poverty worldwide. 

Desirable 
 Understanding and appreciation of the current HE research priorities and the impact 

agenda; 
 Understanding and appreciation of current priorities in the international development 

sector, including HMG; 
 Language skills in French, Arabic, Russian, or Spanish. 

 
 

9.  Dimensions 
 
The Peace and Conflict Resolution Evidence Platform is funded by the UK’s Foreign, 
Commonwealth and Development Office. The post will be based in the University of 
Edinburgh Old College. The post holder will be expected to work closely and effectively with 
academic and professional services staff across the programme.  
 
 
10. Job Context and any other relevant information 
 
 The Programme may require the post holder to undertake domestic and overseas travel.  
 
 
11. How to Apply  
 Send a CV and covering letter outlining how you meet the job description and person 

specification to Allyson.Doby@ed.ac.uk. 

 Applications should be submitted by Wednesday 27 October 2021 

 Interviews will be held in November 2021 

 This post has a start date of 1 November 2021 and an end date of 31 March 2022 

 
 


