Job specification – The Leasehold Advisory Service

[bookmark: _Int_V8xvsB0O]Job Title:	Head of Communications  
Location: 	Hybrid working
Salary: 	£58,000 
[bookmark: _Int_LIKTs64N]Contract:	18 month fixed-term contract with the possibility of becoming permanent. 
Reports To: 	COO (matrix link to content, digital and legal teams), work closely with Head of Content and Stakeholder Manager 
  
Use your communication and engagement skills to make a meaningful impact — and help shape the future of leasehold and commonhold. 

About the Role
This is a new and exciting role, combining strategic communications, proactive and reactive media management, social media and outreach. You’ll play a key part in promoting LEASE become a trusted, visible, and accessible source of support for leaseholders via our website and across all social media platforms and be seen as the go-to place for leaseholder advice by external organisations.
You’ll be part of our senior leadership team, and work alongside wider digital, legal advisory and business support teams to produce high-quality communications content, lead all our external communications work and coordinate/contribute to internal communications. You will lead and manage our day-to-day media engagement, create and build our social media profile, take responsibility for brand management and oversight of direct engagement and outreach, including leading on our newsletter content. You will also use your communications expertise to support our outreach, training and events programme, for instance promotion of webinars and training courses. This may also include in person events.  
This is a hands-on role, ideal for someone who enjoys proactively shaping engaging content across multiple platforms and who understands how to build engagement and trust with diverse audiences utilising a wide variety of communication channels.
What You’ll Be Doing 
  
Communications
· Lead and drive the proactive and reactive media work for the organisation, including drafting all press materials.
· Cultivate and develop strong relationships with journalists and media partners to identify and realise a range of strategic media opportunities.
· Develop, establish and build LEASE’s social media presence by producing clear, timely, and relevant digital content aimed at informing and engaging leaseholders and stakeholders, more likes, engagement and followers will drive traffic to the website and our leasehold advice service.
· Drive collaboration with other organisations and project partners across the sector, to ensure LEASE’s messaging remains consistent, strategic, and targeted.
· Maintain good relationships LEASE’s sponsoring department, the Ministry of Housing, Communities and Local Government, and have a good understanding of the relationship as an ALB 
· Commission, draft and curate tailored content for LEASE’s quarterly newsletter, ensuring impactful messaging and expansion of its reach.
· Uphold and safeguard LEASE’s brand and visual identity across all communications, ensuring consistent representation across all channels.
· Monitor and respond appropriately to brand mentions and user feedback on third-party platforms (such as Trust Pilot, Google review sites, and social media) to foster rapport and build consumer trust.
· Collaborate closely with content teams to refine tone, style, and other key aspects of communication.
· Coordinate internal communications by shaping and aligning core messages, ensuring consistency of tone, approach, and messaging throughout the organisation.
About Lease
There are an estimated 5 million leaseholders in England and Wales and many of them need help and support to understand and enforce their rights. We’ve long been the main source of free impartial advice on leaseholds. Each year 1.3 million people visit our website and 30,000 people email or call us looking for direct advice. As the leasehold sector grows, we expect these numbers to increase. 

LEASE is a small but developing government-funded organisation of just around 40 people - with a wide range of specialisms. You will join our established management team and work closely with legal advisors. 

About You (Competencies - Technical and Experience) 

· Strong track record of using the full range of communication skills to build relationships with stakeholders across all levels, including government, key partners, and consumer groups.
· Proven experience managing media relations, creating content, and building social media profile for a dynamic, customer-focused organisation.
· Skilled in training and leading individuals and teams to manage and deliver interviews and shape media opportunities.
· Excellent adaptable writing and communication skills for varied audiences, including experience of delivering digital social media content.
· Experience developing and implementing media strategies aligned with organisational goals.
· Effective collaborator with internal leadership and management teams.
· Experienced in delivering media outcomes for stakeholder meetings, events, and outreach, and supporting sector partnerships to improve consumer outcomes.
Training and Benefits 

LEASE is committed to supporting staff with training and development which can be tailored to business requirements and individual needs.  The post is open to part-time, flexible working and job-share applicants.  Other benefits include: 

· 27 days annual leave and Bank Holidays 
· One professional subscription paid 
· 10% non-contributory pension 
· A friendly and supportive culture 
  
Information on Role 

LEASE is committed to appointing on experience, seeking candidates from a diverse range of backgrounds and taking full account of equal opportunities. Applications are particularly welcome from women, minority ethnic and disabled candidates who are underrepresented at this level in public life. 

Working Pattern 

The working pattern for the role is hybrid, currently combining homeworking with regular attendance at our London base in Kings Cross on Wednesdays and Fridays. Attendance is also required at staff awaydays. Additional flexibility on office attendance may be available to those living outside the Southeast subject to business needs.    

Security and Right to Work 

Successful candidates must pass a Disclosure and Barring Service check. Candidates must have the right to live and work in the UK. They will be subject to UK immigration requirements. 

How to apply
Please send a CV with a covering letter with a statement setting out how you meet the job specification criteria. 
