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JOB DESCRIPTION:  COMMUNICATIONS CO-ORDINATOR 
 

Job Title: 

 

Communications Co-ordinator 

 

Hours: 21 hours per week (working pattern is flexible and will be 
agreed with the post holder) 

 

Reports to: Head of External Relations 

 

Salary banding: F3  

 

Location: 

 

Riverside House 

502 Gorgie Road 

Edinburgh EH11 3AF 

 
 
JOB CONTEXT 
 
Corra Foundation exists to make a difference to people and communities, by encouraging positive 
change, opportunities, fairness and growth of aspirations, which improve quality of life. Our vision 
is for a society in which people create positive change and enjoy fulfilling lives. 
 
Corra has over 35 years’ experience as one of Scotland’s leading grant-makers, distributing almost 
£159m through nearly 16,000 grants to charities.  
 
Corra’s roots are in supporting communities. We have the great privilege of working with people, 
charities and communities who do incredible work to respond to the challenges we face.  
 
Increasingly we try to work in different ways, getting alongside people while they hold the power 
and Corra supports where it can.  
 
We want to be the best grant maker we can be, whilst also developing our place-based work, shar-
ing learning to influence policy and practice and creating spaces for people to tell their own stories 
and make their voices heard. 
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JOB PURPOSE 
 
The post holder will play a key role in driving Corra Foundation’s communications activity and 
ensuring its brand is reflected positively and consistently. They will work proactively across the 
organisation to capture and share stories, learning and key messages. The Communications Co-
ordinator will lead on production of materials, digital content and news releases, with an emphasis 
on engaging, creative and accessible approaches. This will include creating copy, as well as 
supporting colleagues to produce content. They will support Corra events and help to develop the 
foundation’s networks and reach. 
 
The post holder will form part of the External Relations team, working closely with the Head of 
External Relations and the Policy and Events Officer. 
 
As with other Corra Foundation staff, there will be the requirement to be flexible and to provide 
support for other aspects of Corra Foundation business as and when required. 
 
STRUCTURE 
An organogram detailing Corra Foundation’s structure, and where this role fits, is attached at 
Appendix 1. 
 
 
MAIN ACTIVITIES & RESPONSIBILITIES 
 

• Identify, develop and implement opportunities for Corra to share stories, learning and key 

messages and to engage in other organisations’ communications activities. 

• Lead on development, delivery and evaluation of Corra’s social media activity, working with 

the social media champions group.  

• Lead on Corra’s website, ensuring engaging and dynamic content, ongoing development 

and improvement and support for website champions from across the team. 

• Support colleagues to share stories and insights from their work, including through creative 

and digital formats. 

• Support the Grants Team to ensure effective communication about grants, e.g. closing 

dates, criteria, support events, funding announcements etc. 

• Support the people and communities Corra works with so that they are able to have their 

voices and stories heard. 

• Work with the Head of External Relations to ensure production of high quality 

communications that reflect Corra’s brand, language and accessibility/style guidelines. 

• Produce and distribute news releases. 

• Liaise with designers, printers and photographers. 

• Provide support for Corra events. 

• Maintain key communications systems, including: media log, photography catalogues, 

printed/digital materials and contact lists. 
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CORRA FOUNDATION-WIDE TEAM 
Participate fully as a member of the Corra Foundation’s team, demonstrating commitment to the 
organisation’s values, attending staff meetings, support and supervision sessions and training as 
required. If required, support the work and promotion of any other area of the Corra Foundation’s 
business in fulfilling its strategic aims. 
 

SKILLS REQUIRED FOR FULLY ACCEPTABLE PERFORMANCE 

• Excellent interpersonal skills and a strong ability to communicate and engage in a variety of 
forms, including oral and written. 

• Excellent organisational skills and the ability to develop and maintain effective systems. 

• Strong attention to detail. 

• The job holder must be willing to develop new skills as appropriate. 

 

WORKING CONDITIONS 

This role will be based at Riverside House, Gorgie Road, Edinburgh. The jobholder is line managed 
by the Head of External Relations. Regular appraisal meetings will take place. 
 
Corra uses the Microsoft suite of software, Salesforce CRM, as well as a WordPress website and a 
range of online tools. 
 
Corra is committed to its staff, including through a focus on learning and development. The 
foundation is a Scottish Living Wage employer, holds the Healthy Working Lives Bronze Award and 
is happy to consider flexible working. 
 


