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Overview 

Job type  

Finding the right person is more important to us than the employment mechanism; we’re 

open to this being a permanent employed role or full-time contract (job share considered)  

Salary  

Up to £60k per annum subject to experience (employee) / £425-£550 per day (contractor)  

Hours 

40 hours per week 

Annual leave 

25 days (including three days’ festive break) for employees  

Location 

Remote-based, with limited travel to customer sites as needed in London and the South 

West particularly 

Reporting to 

Communications Business Partner Lead 

Line management responsibilities 

None 

Security vetting 

For this role, you’ll need security check (SC) and we arrange this if you don’t have it. We’ll 

prioritise applicants with current SC – please note a DBS certificate is not sufficient  

General 

You must have the right to work in the UK without restrictions 

https://www.gov.uk/government/publications/united-kingdom-security-vetting-clearance-levels/national-security-vetting-clearance-levels
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The role and responsibilities  

Communications business partners play a critical role in our team. You’re the interface 

with the project or service owner, and you’ll work with their teams to give strategic 

communications guidance, delivery and measurement. By defining the overall approach 

for communications, you’ll set the direction for your communications activities. You’ll build 

the messaging and develop a storyline that clearly outlines the change happening and 

what it means for the end user, making sure the benefits are clear.   

Working as an integral part of the project team, you’ll make sure we manage our 

stakeholder communication effectively and that we engage people at the right time, with 

the right information.   

You’ll have fabulous support from Inform’s central Creative Agency and will brief the team 

and manage the creative hours used within your allocated budget. You will manage the 

delivery and amplification of all your communications through the relevant channels, 

measure success and refine in future use. On top of your core work, you’ll also own some 

channel development.   

You'll have worked on at least three complex technology transformation programmes, 

working in either a communications or change management role. An understanding of 

digital technology is essential, as is an ability to understand new technology concepts 

quickly. This knowledge will underpin your ability to join the dots and develop robust 

messaging to tell a strong story. 

You’ll be responsible for: 

 Building a strong network across the organisation and within your project teams, 

understanding their offering so that you can be their voice to the customer and 

other stakeholders as needed 

 Getting insights into customers’ technology experiences to help form 

communications that address their problems. Recommend interviews, surveys, 

focus groups and data analysis etc to your project teams to give a true 

understanding of the customer situation. Use this input to layout the ‘think, feel, do’ 

as part of your communications approach 

 Developing communication strategies that define the communications approach, 

content requirements, implementation plan and measurement criteria 

 Building your work on a thorough stakeholder analysis for your technology change 

initiative. In this you will challenge positively, manage expectations and make sure 

that any risks/ issues are escalated appropriately 
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 Working as an active member of the project team and making sure you get the 

approval of the project manager and other key stakeholders 

 Developing message hierarchies for core audience groups and translating complex 

information into clear storylines and consumable content 

 Delivering ad hoc or tactical content that may sit outside your strategy scope 

 Providing robust briefs and work in close collaboration with the central Creative 

Agency to develop content, recognising quality control and approval processes  

 Writing copy and delivering core products, such as pitch packs, newsletter updates 

and FAQs  

 Understanding and following the customer’s style and brand guidelines  

 Owning the creative budget (hours) for your projects and keeping them on track 

 Implementing agreed communications across multiple channels to the approved 

time schedule, making sure stakeholders are aware of any changes to the 

timetable  

 Working with other client communication teams to align messages with their plans 

and optimise the content  

 Providing regular updates and reporting for client-facing products and Inform 

reports – we use Microsoft Planner to record activity status 

 Contributing to the ‘good news’ from the technology team through regular posts 

and articles through cross organisation channels 

 Taking ownership of a communication channel(s), critically assessing how they 

work today, implement continual improvements through effective measurement  

 Proactively identifying and simplifying ways of working and interactions with 

customers and within the team, playing a critical role in making us more productive 

in this newly formed team  
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About you 

Our values are critical to delighting our clients and to our success. We have three core 

values we expect you to demonstrate and support in what you do and how you do it: 

working together; doing the right thing; delivering with creativity and passion. 

Your attitude is as important as your experience, though to deliver well, we’re looking for 

someone who: 

 Has considerable experience in complex technology transformation programmes, 

specialising in communications or change management 

 Is digitally-savvy with the skill to grasp new technologies quickly and understand 

how they make a difference 

 Is proactive, positive and high energy and who’s driven to make a difference 

 Has natural people skills and builds strong and deep stakeholder relationships 

 Is a quick thinker, loves a challenge and has strong problem-solving ability 

 Is data literate and able to manipulate information 

 Has excellent all-round project management and organisational skills 

 Works well under pressure, prioritising and managing high volumes of workload 

with the ability to move between projects easily and act quickly 

 Has worked in public sector and ideally has current SC level of security vetting 

 Has an enthusiastic team working mentality 

 Has everything you would expect from a communications professional – strong 

listening, writing, and speaking skills alongside exemplary attention to detail 
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What we offer 

Because we embrace the opportunities from the technology we help roll out, we have 

flexible working patterns to fit in with your travel, families, personal development and other 

activities. We think this helps our team be the fully rounded experts our clients need. 

Alongside generous pay, we try to create a learning and social environment. So while we 

have a working-from-anywhere set up, you will feel connected and supported. 

We give you company leave between Christmas and New Year, monthly staff recognition 

rewards, contributory pension, private medical care, death-in-service cover and support 

for your learning and development. Some of our team are trained mental health first 

aiders and we’re always reviewing how we support people’s wellbeing.  

On top of your salary, we offer referral fees to employees and contractors. We also 

consider ways to support our team as situations arise – for example we offer paid jury 

service of up to ten working days.  

Our clients depend on our people, and our people should be able to depend on us; as we 

grow, we continually assess the package we offer. 

 

https://mhfaengland.org/
https://mhfaengland.org/
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About Inform 

The Inform Team makes digital transformation succeed by putting people first. 

Since we started in 2013, we’ve worked with public and private sector organisations to 

help them adopt new technologies and ways of working. From assessing an 

organisation’s digital maturity and recommending changes, to shaping how that change is 

delivered, creating engaging communications and tailored training programmes, we offer 

a personal approach to the digital workplace. 

We distil all that we do into five areas of expertise: 

 Strategy + change  

 Culture + behaviours 

 Campaigns + content 

 Learning + skills 

 Engagement + connections 

We think it’s important that any technology change is people-focused because 

empowering individuals means digital transformation delivers real benefits. We can add 

value to our customers’ digital transformation and boost their return on investment by: 

 Enhancing productivity and collaboration 

 Making a positive difference 

 Engaging people 

 Increasing digital and workplace literacy 

 Building strong and lasting relationships 

We’re an international network of expert consultants specialising in technology change 

management, communications, training, creative design and back-office operations. Our 

teams are a combination of permanent employees and contractors, meaning we can 

easily scale to meet the needs of any project.  

 


