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Job pack 

 
 
 
Thank you for your interest in working at Citizens Advice Caerphilly Blaenau Gwent. This job 
pack should give you everything you need to know to apply for this role and what it means to 
work at Citizens Advice.   
 
In this pack you’ll find: 

● Letter to the applicant 
● Our values 
● 3 things you should know about us 
● Overview of Citizens Advice Caerphilly Blaenau Gwent 
● The role profile and person specification 

  



 

1-2 Church Place 

Bargoed 

      Caerphilly 

CF81 8RP 

Tel. 01443 835363    

August 2020 

 

Dear Applicant 

 

Communications Development Officer 
 
Thank you for your enquiry about our current vacancy.   
 

The closing date for receipt of applications is 5pm Monday 21st September 2020.  

We will be shortlisting shortly after the closing date and holding interviews week beginning 

28th September. Please ensure that we receive your CV and covering letter no later than the 

time and date shown. Late applications will not be accepted. Applicants are welcome to 

submit up to three examples of previous work. 

 

Please submit your CV, covering letter and any supporting information by email to:  

Susan Ennis enniss@cacbg.org.uk 
 

If your application is shortlisted, we will inform you by email. Shortlisted candidates will be 

invited to attend an interview via Zoom and will be required to give a short presentation. 

If you have not heard from us within two weeks of the closing date, please assume that your 

application has not been successful on this occasion.  We hope you will be successful in your 

application.  However, if you are not, please do not be discouraged from re-applying; your 

skills and experience may be what we need for our next vacancy. 

 

Yours sincerely 

 

 

 

Simon Ellington 

Chief Executive Officer 

 
Citizens Advice Caerphilly Blaenau Gwent is a company limited by guarantee and registered in Wales.  Registration number 4041962.  
Registered office address, 1-2 Church Place, Bargoed,, Caerphilly CF81 8RP 

Charity Registration number 1084045 



 

 Our values 

We’re inventive. We’re not afraid of trying new things and learn by getting things wrong. 
We question every idea to make it better and we change when things aren’t working. 

We’re generous. We work together, sharing knowledge and experience to solve problems. 
We tell it like it is and respect everyone. 

We’re responsible. We do what we say we’ll do and keep our promises. We remember that 
we work for a charity and use our resources effectively. 

 

 
3 things you should know about 
us 

 
1. We’re local and we’re national. We have local offices in Caerphilly and Blaenau Gwent 
and offer telephone and digital advice services to people across England and Wales. 
 
2. We’re here for everyone. Our advice helps people solve problems and our advocacy 
helps fix problems in society. Whatever the problem, we won’t turn people away. 
  
3. We’re listened to - and we make a difference. Our trusted brand and the quality of our 
research mean we make a real impact on behalf of the people who rely on us. 

  



Citizens Advice Caerphilly Blaenau 
Gwent 
Citizens Advice Caerphilly Blaenau Gwent is the largest Citizens Advice service in Wales and 
one of the largest in the network. It delivers multiple services across the counties of 
Caerphilly and Blaenau Gwent. 

The Core Service 

Our main offices are in Bargoed and Brynmawr and our part-time office in Risca.  Clients are 
seen by trained volunteers supported by paid supervisors who assess their next best step.  

 

Advicelink Cymru Generalist Outreach Services 

We run outreach services in some of the most deprived wards in Caerphilly and Blaenau 
Gwent. Outreaches are run in partnership with community venues and bring advice into the 
heart of local communities.  

 

Advicelink Cymru Specialist Debt & Welfare Benefits Advice 

We provide a face-to-face specialist debt advice service open to anyone experiencing money 
issues. We provide a face-to-face specialist welfare benefits advice 
 

Confident with Cash 

We have a number of contracts/ service level agreements focussed on providing debt advice 
and financial capability learning to client groups such as Families First and Supporting People 
service users.  

 

Pension Wise 

CACBG delivers the Pension Wise service which helps people understand what they can do 
with their pension pot money. It offers guidance on the available options, ensuring 
everyone has the information they need to make sound financial decisions. 

 

Help to Claim 

We provide advice and support on Universal Credit 

 

Caerphilly Contact Centre Services 

Our Caerphilly office is a 100 seat contact centre that provides a number of services under 
contract to national Citizens Advice. 

 

During the current pandemic most of our services are being delivered digitally by 
telephone, video appointment, e mail and web chat. 

  



Communications Development Officer 
 

Hours: 37 

Salary: £27,366 + up to 6% pension contribution following probation 

Place of work: Bargoed (Temporarily working remotely) 
 

 

The role 

 

We are looking to hire a dedicated Communications Development Officer to join our 

team. The Communications Officer will support our internal and external 

communications strategy, write and disseminate publicity material, respond to 

inquiries from the public and media to enable the organisation to reach more 

people, raise more funds & build stronger relationships with our stakeholders.  

The ideal candidate should be able to think creatively, and have excellent 

communication and interpersonal skills. A Bachelor's Degree with experience as a 

Communications Officer or equivalent experience in a similar role is strongly desired. 

 

Role profile 

COMMUNICATIONS DEVELOPMENT 

⮚ Streamline current communication practices and find innovative new ways for 

Citizens Advice Caerphilly Blaenau Gwent to reach a wider audience 

⮚ Write, edit, and distribute content that promotes the services, values and 

reach of CACBG using the most appropriate channels available. 

⮚ Ensure the effective and efficient use of traditional and digital channels to 

expand our audience base in regard to services, campaigning and other 

activities. 

⮚ Embed the communications style guide across the charity so that messaging is 

written consistently and with a single voice across CACBG. 

⮚ Make recommendations for improvements to CACBG’s website in the areas of 

usability, functionality, design and content. 

⮚ Take a lead role in writing, editing and proofing relevant new content for 

CACBG’s website that appeals to our clients, funders and other stakeholders. 



⮚ Develop how CACBG uses statistical information and other data to present 

stories about our work and its impacts. 

⮚ Develop the visibility of our research and campaigning work by delivering 

engaging content across traditional and digital channels. 

⮚ Prepare and maintain promotional materials ensuring they are produced to 

the highest quality and meet Citizens Advice brand guidelines. 

⮚ Work with colleagues to review and enhance our volunteer recruitment and 

engagement materials. 

⮚ Understand and keep up-to-date with developments in the communications 

industry and their potential application in CACBG. 

 

PLANNING AND ADMINISTRATION 

⮚ To work with the Management Team to revise and maintain our strategic 

communications plan. 

⮚ To agree an action plan based on the strategic communications plan. 

⮚ To collate and present reports on key objectives/targets as required. 

⮚ Provide activity and statistical reports in agreed formats at agreed times. 

⮚ Present as required to the Management Team. 

 

DEVELOPING EFFECTIVE WORKING RELATIONSHIPS 

⮚ To create, develop & maintain effective internal working relationships. 

⮚ To create, develop and maintain effective working relationships with service 

users/external agencies and relevant stakeholders. 

⮚ To contribute to meetings/group discussions. 

⮚ Support CACBG marketing needs by working collaboratively with relevant 

teams and staff within CACBG. 

 

SELF DEVELOPMENT 

⮚ Attend courses / meetings as agreed and undertake any training and 

development necessary to meet the duties and responsibilities of the post.  

Person specification 
 

Essential Criteria  

⮚ Educated to degree level in a communications or similar discipline or a 

demonstrable equivalent level of relevant work related experience.  



⮚ A proven history working with others to translate ideas into successful 

campaigns, resources or other documents 

⮚ At least two years’ experience in a similar communications role. 

⮚ Knowledge of current trends and working practices relating to 

communications with relation to the third sector.  

⮚ Well-developed communication skills, an ability to work as a team, and the 

resourcefulness to research and develop solutions unassisted.  

⮚ Good writing skills, able to write and edit copy with excellent attention to 

detail. 

⮚ Good presentation skills. 

⮚ Excellent interpersonal skills.  

⮚ A great team player – able to work and communicate well across a number of 

teams both internally and externally. Ability to build relationships and 

communicate across all levels.  

⮚ Ability to clearly and helpfully guide and train non-technical staff. 

⮚ Able to work on own and as part of a team 

⮚ Confident and proactive IT skills with working knowledge of Microsoft Office 

and G Suite applications. 

⮚ A working knowledge of social media platforms such as Twitter, Facebook, in 

profile raising. 

⮚ An ability to prioritise, keep to deadlines and focus on the task at hand. 

⮚ A commitment to personal development and skills, and an enthusiasm for 

innovation 

 
 

Desirable Criteria 

⮚ The ability to work through the medium of Welsh would be an advantage. 

 
 


