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JOB DESCRIPTION: COMMUNICATIONS SUPPORT AS-
SISTANT 
 
Job Title: 
 

Communications Support Assistant 

Hours: 35 hours per week 
 

Reports to: Policy and Communications Manager 
 

Salary Banding: F1 
 

Location: 
 

Riverside House, Edinburgh or Pentagon Centre, Glasgow 
 
A trial hybrid policy will be in place for 6 months upon 
reopening of Corra workplaces. 

 
Job context 
Corra Foundation exists to make a difference to the lives of people and communities. It works with 
others to encourage positive change, opportunity, fairness and growth of aspirations which improve 
lives. Corra wants to see a society in which people create positive change and enjoy fulfilling lives. 

 
In 2020 Corra launched a ten-year strategy. It is long term because making a different on the big 
challenges will take time. At its heart is the strong belief that when people find their voice, they 
unlock the power to make change happen. 
 
Job purpose 
The role of Communications Support Assistant will work as part of the Policy and Communications 
team to provide a range of day-to-day administration and communications support.  

 
The jobholder will report to the Policy and Communications Manager, working closely with all 
members of the Policy and Communications team as well as the various other Corra teams. 
 
As with other Corra staff, there will be the requirement to be flexible and to provide support for 
other aspects of Corra business as and when required. 
 

Structure 
An organogram showing Corra’s structure, and where this role fits, is attached at Appendix 1. 
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Main activities and responsibilities 

• Support Corra’s communications activity, including producing social media content, developing 
external newsletters and drafting content for the web.  

• Provide support for Corra’s website champions, including assisting staff with updates, areas of 
web development and identifying training needs.  

• Support the wider Corra team to implement Policy and Communications staff guide and associ-
ated policies and guidance.  

• Support the Grants team to ensure effective communication about grants for example fund an-
nouncements and offering event support where needed.  

• Maintain systems and records including, using salesforce to update mailing lists and contacts, 
maintaining photography catalogues.  

• Provide note and minute taking support for meetings where needed.  
• Co-ordinate the internal Corra staff newsletter. 
• Provide day-to-day administrative support to the Policy and Communications team, including 

events support.  
• Liaise with designers, printers and photographers and contribute to the development of Corra’s 

publications.  
 
Corra team 
Participate fully as a member of Corra’s team, demonstrating commitment to the organisation’s val-
ues, attending staff meetings, support and supervision sessions and training as required. If required, 
support the work and promotion of any other area of Corra’s business in fulfilling its strategic aims. 
 
Relationships 
The jobholder will require to be in regular contact with the Policy and Communications Manager, 
Head of Policy and Communications and the DEI and Engagement Officer, as well as working across 
the Corra staff team to offer support with key communications activity.  
 
Key skills  
 

• Excellent interpersonal, relationship building and communication skills.  
• A commitment to working in line with Corra’s values and supporting diversity, equity and in-

clusion.  
• A willingness to learn new skills as appropriate, including becoming familiar with different 

online platforms.  
• Excellent organisational skills and the ability to prioritise workload.  

 
 
Working conditions  
This role will be based at Riverside House, Gorgie Road, Edinburgh or Pentagon House, Washington 
Lane, Glasgow, with a flexible approach to carrying out an element of work from home.   
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As a result of the government restrictions around COVID-19 all staff are currently working from 
home. 
 
The jobholder is line managed by the Policy and Communications Manager. Regular support and 
supervision meetings as well as bi-annual appraisal meetings will take place. 
 
Corra is committed to its staff, including through a focus on learning and development. Corra is a 
Scottish Living Wage employer, holds the Healthy Working Lives Bronze Award and is happy to 
consider flexible working. 
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