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Internal Communications and Content Co-ordinator

[bookmark: _Toc10532019]
	Job title:
	Internal Communications and Content Co-ordinator

	Department:
	HR

	Location:
	Home based / Remote

	Reporting to:
 (job title only)
	Head of Internal Communications

	Direct reports:
 (job title only)
	N/A

	Accountable to: 
(where applicable)
	Head of Internal Communications

	Responsible to:
(where applicable)
	Head of Internal Communications

	Job purpose:
	The Internal Comms & Content Co‑ordinator supports the smooth running and ongoing improvement of our internal communication channels. The role helps maintain channel quality, supports consistent processes and standards, and assists teams across the organisation in communicating clearly and confidently. 
Content creation is part of the role, but the emphasis is on operations, governance, analytics and practical day‑to‑day support.  


	Role and Responsibilities:
	Channel operations and support 
· Support the day‑to‑day operation of internal communication channels (e.g., SharePoint, Email, Viva Engage). 
· Help maintain channels so that information stays accurate, well‑structured and easy to navigate. 
· Assist with applying publishing standards - accessibility, formatting, tone and clarity. 
· Help keep page structures, taxonomy and navigation organised and consistent. 
· Flag opportunities to simplify, streamline or improve channel use or user experience. 
· Escalate issues or risks to the Head of Internal Communications where needed. 
 
Content planning and coordination 
· Help maintain the internal content calendar and coordinate upcoming content with teams. 
· Support teams in planning and scheduling content effectively. 
· Assist in aligning messages across channels and organisational moments. 
· Provide insights, feedback and observations that feed into planning cycles and reporting. 
 
Analytics, insight and continuous improvement 
· Review basic engagement and channel performance data. 
· Prepare simple summaries of trends, risks, opportunities or user behaviours. 
· Share recommendations for improvements to content or channel use, based on insight. 
· Support measurement and evaluation of internal campaigns and communication moments. 
 
Team support and guidance 
· Act as a helpful, approachable contact for teams needing communication support. 
· Provide guidance on channel selection, message structure and audience needs. 
· Help colleagues apply communication principles, guidelines and best practice. 
· Deliver short demos or walkthroughs when needed (with support from the Head of Internal Comms). 
· Escalate complex queries to the Internal Comms team as required. 


Processes, standards and governance 
· Help create and maintain guidelines, templates, checklists and ‘how‑to’ resources. 
· Support development and embedding of consistent processes for content submission, review, publishing and approval. 
· Help maintain documentation for channel operations (e.g., naming conventions, version control). 
· Support the promotion of accessible, inclusive and consistent communication standards across all content. 
 
Content creation and publishing 
· Draft, edit and publish clear, engaging content for internal channels when needed. 
· Support campaigns by producing content and simple visual assets. 
· Create basic templates, graphics or infographics in line with brand and accessibility standards. 
· Help ensure content is accurate, aligned to tone of voice and easy to understand. 

Equality Diversity & Inclusion (EDI)
We are proud to be an equal opportunities employer and are fully committed to EDI best practice in all we do.  Vita Health Group has several initiatives in place to achieve this including our Zero Tolerance Policy, Code of Conduct, Freedom to Speak Up Guardians, and more. We believe it is the responsibility of everyone to ensure their actions support this goal with all internal and external stakeholders. 

· Be aware of the impact of your behaviour on others.
· Ensure that others are treated with fairness, dignity, and respect.
· Maintain and develop your knowledge about what EDI is and why it is important.
· Be prepared to challenge bias, discrimination, and prejudice when possible, and raise with your manager, the EDI & Sustainability team, or the Freedom to Speak Up Guardians.
· Encourage and support others to feel confident in speaking up if they have been subjected to or witnessed bias, discrimination, or prejudice.
· Be prepared to speak up for others if you witness bias, discrimination, or prejudice.


	Clinical Governance:
(where applicable)
	

	Training and supervision:
	

	Additional information:
	





Person specification

	
	Essential
	Desirable

	Qualifications
	· 
	· 

	Experience
	· 
	· Experience supporting internal communication channels (e.g., SharePoint, Viva engage, email, collaboration tools). 
· Experience creating guidelines, templates or process documentation. 

	Skills/knowledge
	· Strong organisational skills and attention to detail. 
· Comfortable handling multiple tasks, processes and deadlines. 
· Clear writing and editing skills. 
· Able to offer helpful advice based on communication principles. 
· Structured, process‑minded and focused on clarity and consistency. 
· Comfortable learning new digital systems
	· Speaks another language
· Basic understanding of analytics or measurement tools.
· Familiarity with simple design tools (PowerPoint, Canva, templates). 
· Creative flair for producing engaging and innovative communication design and approaches. 


	Specialist training
	· 
	· 

	Personal competencies and qualities
	· 
	· 
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	Version:
	Date:
	Summary of Changes

	V1.1
	03/12/19
	Document copied onto authorised VHG branded Policy Template (original had no coding)

	V1.2
	06/08/20
	Updated to include diversity and inclusion statement

	V1.3
	01/03/24
	Updated to include Spire Head Office

	V1.4
	01/01/25
	Updated to include new logo
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