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	Role Profile  
	SIB028 - Policy and Communications Coordinator

	Salary	
	£30,000 per annum

	Hours
	Full time – 37.5 hrs p/w - Flexible hours

	Job type
	Permanent

	Location	 
	United Kingdom
Remote based with some mandatory travel to London  (approx. 8 times per year).

	Closing date
	8th February 2026

	How to apply
	https://app.beapplied.com/apply/3j7wq1k8ig


[bookmark: _Hlk110338634]
By providing finance and support, at SIB we enable charities and social enterprises to exist, grow and thrive. We have disbursed £0.8bn to thousands of organisations since 2002. Our team believes in the power of the social economy, champions the charities and social enterprises we support - and we are all working together to build stronger communities and a fairer society. 
It is a hugely exciting time to join the organisation. We are growing, investing in our expert team, and building on the successes of the last few years. 
Find out more about what we do here: https://www.sibgroup.org.uk/
Our values are: People First, Curious, Bold, Collaborative, Accountable
For further information on what it is like to work with us and our generous benefits please visit https://www.sibgroup.org.uk/about-us/careers-work-with-us/ 
About this role: 
Reporting to the Head of Policy and Communications, the Policy and Communications Coordinator will support SIB’s track record of sector, government and media engagement, notably the high standard of publication set through its media partnerships with Tortoise and the Financial Times, its contributions to the policy landscape in the social sector, and its in-house data analysis and insight generation. This new post will contribute to SIB’s ongoing communications and public policy work and its reach and influence, building on a growing base of expertise across SIB’s three strategic priority areas: Green Transition, Infrastructure and Services. 

Key responsibilities
[bookmark: _Hlk96685119]Support the Head of Policy and Communications to deliver the Policy and Communications strategy for SIB. 
Making use of media and parliamentary tracking software keep abreast of SIB’s strategic policy areas, sharing accessible updates and digests of relevant legislation and central and local government programming and media coverage. 
Attend / watch online relevant parliamentary committees, All Party Parliamentary Groups (APPGs) and Commons and Lords sessions, capturing relevant outcomes and identifying MPs and Lords that SIB should seek to work with / influence. 
Support the Head of Policy and Communications to identify a key parliamentary contacts list. Create tailored communications for these key contacts which share relevant statistics and case studies from SIB’s portfolio, alongside policy influencing lines. This will include drafting questions and briefings where relevant, and ensuring that regular contact is maintained.  
Support the drafting of consultation responses and press releases using SIB’s core messaging, reporting, research and data. 
Support SIB’s annual party conference attendance with coordination and administration in advance and in person. 
Support the Head of Policy and Communications with attendance at influencing meetings and webinars with, for example, the Association of Decentralised Energy, Community Energy England, Locality, Better Society Capital, the Access Foundation and others. 
Draft internal and external copy for newsletters and the SIB intranet and website. 
Monitor the press email address and support correspondence with journalists on reactive and proactive stories. 
Attend and provide oversight to the Social Investment Forum, as part of SIB’s secretariat and hosting.
Write, edit and produce engaging and relevant content at pace for web, social media and e-newsletters, as well as earned and paid channels.
Management of external suppliers of communications and policy activities, including agencies, designers, consultants and think tanks.
Work with the Marketing Manager, Marketing and Events Coordinator, Business Development Manager and wider team to deliver successful external events with customers, stakeholders and partners including attendance at Party Conferences.
Work in line with the organisation's values, principles and processes to achieve operational excellence.
Adopt our continuous improvement and learning ethos
Support and embed equality, diversity and inclusion into day-to-day behaviours and activities within your role as well as contributing more widely across SIB’s commitment to E, D & I
Support and contribute to the implementation and delivery of SIB’s strategy
In agreement with manager to undertake other tasks and work on cross team projects that support the objectives of SIB as required

Core competencies
Previous experience of working in a public policy, PR, marketing, external affairs or communications role
Excellent writing skills 
Good research skills, with an ability to absorb large amounts of information at pace, including in unfamiliar policy areas and produce cogent syntheses
Strong collaboration skills, with the ability to work effectively teams across functions in an integrated way
Good established networks through experience in a similar role, and a commitment to expanding those networks to support SIB’s strategic aims 
Experience of building effective media partnerships
Good working knowledge of data-driven storytelling in a variety of outlets from organisation websites to mainstream media and confidence in interpreting data and understanding the key points to be drawn from it to gain traction in media and campaigning environments 
Experience of developing and delivering effective communications campaigns, including through a range of digital channels
Strong planning skills and an ability to multi-task, work well under pressure and meet deadlines 
Strong understanding of UK political context, especially as it concerns the social economy, and parliamentary process
An understanding of how to promote research, policy papers, data analysis and other activities of a think tank and consultancy
Excellent IT skills and the ability to learn new programmes quickly 
Desirable competencies
Data visualisation skills 
Data storytelling
A good aesthetic eye and ability to shape images, visuals and formatting, and to liaise confidently with designers 
Understanding of the UK charity and social enterprise sectors
Education / Professional experience 
Experience in policy, research and media
Experience of collaborative working across teams 
In-depth digital communications expertise
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