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Job Description:   

Communications and Public Affairs Manager 

 

Key information 

● Title:  Communications & Public Affairs Manager 

● Reporting to:  CEO 

● Payment rate:  £200 per day 

● Hours:  3 days per week  (8 hours in 1 day, incl. breaks) - can be worked flexibly 

across the working week 

● Contract type:  Freelance 

● Contract term:  12 months 

● Start date:  13th or 20th September 

 

Job overview 

Our Time is the only UK charity that specifically supports children of parents with a mental 

illness, helping them to overcome the challenges and stresses associated with having a parent 

or caregiver who has a mental illness. We do this by working with whole families in 

communities, providing awareness raising and education in schools, and offering 

professional training to encourage early identification and support for vulnerable children 

and families. You can find out more about who we are, what we do, and why, on our website:  

https://ourtime.org.uk/   

 

We represent a big, yet hidden, issue. We are a medium-sized charity and are growing fast.  

Therefore, our communications will play a leading role in helping us to shine a light on 

children of parents with a mental illness and position ourselves as a thought leader in this 

area. We have some really exciting opportunities for publicity coming up, including the 

launch of a podcast series, a national broadcaster and a public figure, around which we 

urgently need to hook our messaging and communications.  
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We are looking for an experienced Communications & Public Affairs Manager who can help 

us to make an impact in the following areas: 

● Raising public awareness of parental mental illness, and tackling the stigma 

● Campaigning for political recognition and policy change for children of parents with 

a mental illness 

● Fundraising   

● Promoting our projects in communities and schools, as well as our professional 

training offer 

● Reaching children of parents with a mental illness with helpful information and 

hopeful messages, so that they feel less alone in the world and are supported to build 

resilience and thrive 

 

Key responsibilities 

● Develop and implement a compelling communications strategy and programme of 

work that supports the charity’s vision and objectives. 

● Develop and implement unique and impactful communications campaigns. 

● Develop and hone key messages for a range of different audiences, including 

policymakers, MPs, media, key influencers in health, social care and education, the 

general public and importantly, children and young people, to ensure that the 

charity’s mission, work and campaign objectives are clearly articulated and widely 

understood. 

● Produce creative, engaging content which highlights the positive impact our work 

has on children, young people and families affected by parental mental illness. Craft 

a strong and compelling narrative that frames the issue and solution in an 

optimistic and inspiring way. 

● Identify and actively engage the charity’s target audiences and key influencers 

through a range of media, to get the voice of our beneficiaries into the public domain, 

and to position Our Time as a thought leader in this area.   

● Actively contribute to the debate on relevant issues, by developing the charity’s public 

responses, writing articles, blog posts, and evidence submissions, as well as engaging 

with other influencers on social media.   
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● Respond to media enquiries and perform media outreach to achieve brand 

placement in publications. 

● Undertake regular horizon-scanning to identify upcoming event end opportunities 

where Our Time should contribute to the debate, e.g. new policy, research, media 

coverage, and develop the charity’s response. 

● Manage and oversee the work of the Social Media Content Creator/Community 

Manager, to ensure Our Time’s social media is creative, engaging and appeals to a 

wide range of audiences, increasing our reach and impact. 

● Develop high quality key communication documents for the charity, including but 

not limited to - press releases; blog posts,  articles, stories; newsletters; internal and 

external reports; policy and campaign documents and evidence submissions. 

● Ensure that all communications and marketing materials align with the Our Time 

brand. 

● Develop escalation protocols for managing communication crises, should they arise. 

● Track the progress of communications campaigns and use results to inform future 

approach and continuous improvement. 

● Maintain digital media archives including photos and videos, and ensure all media 

usage is compliant with data protection legislation and processes. 

 

Person Specification 

Qualifications and experience 

● Educated to degree level (degree in English preferable)  

● At least 3 years’ experience of working in communications and media and/or public 

affairs 

 

Essential skills 

● Excellent oral and written communication skills, proof-reading and editing skills  

● Ability to produce high quality written communications to tight deadlines 

● Ability to quickly grasp complex issues and distill them into simple key messages and 

soundbites 
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● Confidence in using own knowledge and initiative to respond to opportunities in the 

moment when needed 

● High level influencing and stakeholder management skills   

● Articulate, clear and engaging communicator 

● Creative thinker, enthusiastic and optimistic 

● Attention to detail 

● Campaign and project management skills 

● Interested in children and young people’s mental health and wellbeing 

● Leadership and management skills 

● Team player, able to provide expertise and work collaboratively  

 

Desirable 

● Experience of working in the charity sector 

● Previous knowledge and understanding of children of parents with a mental illness 

as a group 

 


