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WHITLEY FUND FOR NATURE 
 

COMMUNICATIONS MANAGER (MATERNITY COVER) – JOB SPECIFICATION 
 
 
The Whitley Fund for Nature (WFN)  
WFN is a UK-registered charity (www.whitleyaward.org no. 1081455) offering funding (Awards) 
and media profile to inspiring leaders of wildlife conservation projects across the Global South. 
We support pragmatic, sustainable and long-lasting work rooted in science and community 
involvement. The charity funds projects directly and we remain in regular contact with our 
winners. WFN also raises awareness of the serious problems facing wildlife and their habitat 
through promoting the work of winners. We focus support on nationals (leaders who were either 
born to the country where they work or have gained nationality) and aim to build the capacity of 
successful local NGOs and grassroots work. We fund mainly in Africa, Asia and Latin America 
where income is often hardest to raise and can have the biggest impact for people and 
biodiversity. Our funding is raised each year, mainly from family foundations and trusts, as well as 
from individuals, corporates and international NGOs. WFN is governed by a committed trustee 
board. Our small team is dynamic, hard-working and strives to go above and beyond 
expectations. The charity benefits from high profile support from patron, HRH The Princess Royal 
and Trustee Sir David Attenborough. 
 
Position of Communications Manager 
This is a fantastic opportunity for a highly motivated individual to join us in the role of 
Communications Manager on a fixed-term contract as maternity cover for the current 
position holder. This varied role offers the successful candidate a key position at WFN, 
responsible for website management and developing effective communications across 
printed and digital platforms (e.g. annual reviews, booklets, letters, e-letters, website and 
social media). The CM works closely with the Head of Partnerships to draft fundraising 
proposals and donor reports, and leads on winner PR. The CM is also responsible for 
developing WFN’s annual Communications Strategy with input from the team, and for 
ensuring a joined up strategy for communications across all media. The CM reports to the 
Director and line manages WFN’s Operations Officer. They regularly assist in helping 
organise exciting events, such as our annual Whitley Awards Ceremony. 
 
The team  
The Director of WFN (5 days/wk) is responsible for delivering the charity’s mission and strategic 
aims, organisational governance and charity operations. She manages development of new 
major fundraising partnerships and is head of conservation programmes. The Head of 
Partnerships (5 days/wk) is responsible for major donor liaison and reporting, developing new 
proposals for funding. They lead on Palace communications and play a key role in organising 
fundraising events. The Grants Manager (5 days/wk) is responsible for WFN’s grants 
programmes, leading on the management of applications, monitoring of active grants and 
development of our winner network. The Communications Manager (5 days/wk) is responsible for 
WFN’s digital and print communications, using the charity’s platform to spread awareness about 
Whitley Award winners’ work. The Operations Officer (5 days/wk) is responsible for office, I.T., 
and database management. They play a key role in supporting the team across events, 
fundraising, conservation programmes and communications. The Finance Manager (1.5 days/wk) 
manages the charity’s budget, finances and payments (grants/suppliers).    
 
 

http://www.whitleyaward.org/
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COMMUNICATIONS MANAGER - JOB SPECIFICATION  
 
Communications Strategy 
Develop WFN’s Communication Strategy for the year ahead in January annually, with input 
from other team members. This includes a month by month strategy for comms across digital 
and print platforms, to be signed off by the Director, and resulting in coordinated output with 
our PR Agency. 
 
EVENTS 
 
Whitley Awards Ceremony (Nov-May annually)   
 
Assist the team in planning and delivery of the Awards Ceremony and other associated 
events during the Whitley Awards week, leading on the delivery of a ceremony focused 
communications campaign. Main activities include:  

 

 Manage digital ceremony communications including creation of ceremony e-letters and 
website pages and delivery of social media campaign 

 Lead on Whitley Awards Ceremony Save the Date and invitation design (printed) 

 Lead on creation of the Ceremony booklet, working with the Director (printed, liaising with 
external design company) 

 Lead on design of winner pop up banners (printed) and any other printed materials for 
the event (logo board, hanging banners, etc) 

 Support with creation of ceremony slides/ graphics (liaising with external company) 

 Support the Director with the creation of winner films (liaising with external film 
production company) 

 Collate footage, photographs and crediting details for comms materials as required   

 Manage PR enquiries, winner interviews & media attendance at events (liaising with 
external PR agency) 

 Contribute to associated Press Releases 

 Support organisation of additional events as required during the Awards week  

 Organise filming and livestreaming of Ceremony, and production of Ceremony full length 
and highlights DVD  

 After the Ceremony, lead on uploading content to the website and across social media 
platforms including press releases, photographs, films, with support from the OO. 

 
 Other Fundraising Events (Non- Ceremony)  

 Assist as necessary with the organisation of other fundraising events. 

 Assist as necessary with the organisation of fundraising Galas. 
 
DIGITAL 
 
E-letters 
 
E-letter – Lead in the design and production of our regular e-newsletter, and distribute on a 
monthly basis using Vertical Response via Salesforce.  
 
 



 

3 

 

Social media  

 Lead on the development of WFN’s social media strategy and work with the OO to 
manage and maintain regularly updated WFN Twitter, Instagram, Facebook and LinkedIn 
accounts; growing engagement rates and channel performance and sharing charity, 
winner and sector news.  

 Use social media channels to drive traffic to WFN website. 

 Work with a small budget to boost posts across platforms when reasonable.   
 
Website  

 Act as our Webmaster, responsible for update and maintenance of website – our main 
public ‘window’ to new and existing grantees and donors. Primary contact with external 
website developer, Interconnect IT. Ensure website is operational with working links, 
videos, etc. and implement any changes.    

 Monitor and maximise website traffic using Google Analytics, SEO, and other digital 
engagement strategies. 

 Lead on the creation of news pieces for the website. 

 Keep website up to date with winner and charity news, including events.  Specifically: 

For Winners/ grantees  

 Work to deliver an approachable, easy to understand website that is a pleasure 
for potential and existing grantees to use  

 Regular review of all pages, especially winner pages, to ensure they are up to 
date, adding new grant information, achievements, website links, photos etc. as 
required.  

 Ensure all grant application information is up to date and that application forms 
are available for download during the grant application window.    

For Fundraising  

 Under the guidance of the HoP, work to deliver an appealing, informative and dynamic 
website that inspires donors.   

 Ensure online donation facility is always operational with all relevant information up to 
date, links functioning, Legacy information available etc.  

 
PR 

 Lead on WFN’s PR and press communications relating to charity events and award 
winners, liaising with our external PR agency, developing press releases and creating 
media opportunities throughout the year. 

 Collate any charity or winner press coverage throughout the year, using Google Alerts 
 
Image Gallery 

 Maintain WFN photo archive on Google Photos, naming and uploading winner and 
event photos as we receive them, with the support of the OO.  

 Ensure proper photo crediting is followed when using images throughout WFN 
communications.  

 
DONOR COMMUNICATIONS SUPPORT  
  
The CM works closely with the HoP and Director across communications with donors, 
supporting fundraising, relationship development and day-to-day donor management. 
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 Prepare Friends letter templates for the HoP regularly as needed, passing to the OO in 
order to prepare and mail out  

 Draft major donor reports for the HoP as required throughout the year (with WFN 
reporting to MDs annually) 

 Prepare funding proposals/applications/pitch slides to new or existing major donors for 
the HoP as opportunities arise  

 Assist the HoP and Director leading on delivery of donor Communications as necessary 
(content, design, timings, distribution, costs); in particular:  

 Draft the annual Charity Update 
 Support production of charity one-pagers and the Winner Achievements Report  
 Lead on the production of our annual Communications Impact Report, exploring 

continual improvement of the impact of this document on donors.  
 
MANAGEMENT 

 Line manage WFN’s Operations Officer, providing day-to-day support and feedback, 
overseeing performance and working with the Director to provide formal performance 
reviews and assessments.  
 

OPERATIONS SUPPORT 

 Budget - Follow the charity’s financial procedures, negotiate and agree terms with the 
suppliers of all activities delegated to your post (as agreed at the annual budget 
meeting) and ensure the costs of the activities do not exceed the budgeted level 
without appropriate authority.  

 Other duties as may be requested by the Director from time to time.  This job 
description is not exhaustive and may evolve.    

 
 


