
  

Job Description 
 
This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to 
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with 
the postholder. 
 

 
 

 
 
 
 
 
 
 

 

Duties and Responsibilities  

 
Content production 

• Draft, edit, and proofread a wide range of communications materials including web copy, news 
articles, newsletters, social media posts, event listings and project updates. 

• Adapt content for different platforms and audiences, ensuring accuracy and consistency of tone 
and messaging throughout. 

• Apply and uphold the Initiative’s brand tone of voice across all written content, ensuring a 
consistent register and style. Flag any copy produced by colleagues or external contributors that 

Job Summary 
 
LSE Cities is a dynamic research centre at the London School of Economics and Political Science, 
dedicated to studying how the world's cities are shaped and transformed. We foster cutting-
edge research, convene impactful events, and develop future leaders in urban development.   
 
The Bloomberg LSE European City Leadership Initiative is a pioneering programme to help mayors and 
their teams across the continent strengthen leadership skills, drive public sector innovation, and tackle 
complex urban challenges to deliver tangible results for residents in new ways.  
 
The Communications Officer will work closely with, and under the direction of the Senior Communications 
Manager to deliver the day-to-day communications activities of the Bloomberg LSE European City 
Leadership Initiative. This is a hands-on, delivery-focused role covering content production, digital 
channels, media support, event communications and reporting. 
 
The post-holder will need to be technically proficient, well-organised, and confident working independently 
on recurring tasks while keeping the Senior Communications Manager informed and seeking direction on 
new or complex challenges. They will be a strong writer with an eye for design, a feel for different 
audiences, and the initiative to spot opportunities and flag issues proactively. A strong sense of brand is 
essential: the post-holder will be expected to uphold and apply the Initiative’s brand guidelines and those 
of its partners consistently across all materials and channels and to support colleagues in doing the same. 
 
The post holder will join the operations team that is part of the Bloomberg LSE European City Leadership 
Initiative at LSE Cities. Colleagues are expected to work from campus at least three days a week. 
 

Job title: Communications Officer, Bloomberg LSE European City Leadership Initiative   

Department/Division: LSE Cities 
Accountable to: Senior Communications Manager,  
Bloomberg LSE European City Leadership Initiative  



  

does not meet the brand standards. 
• Support the Senior Communications Manager in developing longer-form content such as city 

stories, opinion pieces, and programme reports. 
• Coordinate proofreading and sign-off processes, ensuring materials are reviewed and approved 

before publication. 
 
Social media and digital 

• Manage the day-to-day activity of social media channels, including scheduling posts, monitoring 
engagement, and responding to comments where appropriate. 

• Maintain and update webpages using the CMS, including publishing news items, updating event 
pages, and ensuring content is current and well-organised. 

• Track and report on digital analytics on a regular basis, using data to inform future content 
decisions. 

• Coordinate the email newsletter production and distribution including drafting content, formatting, 
scheduling, and reporting. 

 
Design and visual Communications 

• Produce and adapt visual assets for communications across channels. 
• Liaise with graphic designers and other external suppliers as directed by the Senior 

Communications Manager, providing clear briefs and managing feedback rounds. 
• Maintain an organised asset library of approved templates, logos, photography, and brand 

materials. 
• Support the consistent application of brand guidelines across all materials produced by or on 

behalf of the Initiative, including those produced by colleagues across the team and the Initiative’s 
partners. Act as a practical reference point for queries, escalating to the Senior Communications 
Manager where necessary. 

 
Press and media 

• Draft press releases, media alerts, and other press materials under the direction of the Senior 
Communications Manager. 

• Maintain and update media contact lists and press databases. 
• Support monitoring of media coverage for reports. 

 
Events 

• Provide communications support for Initiative events including drafting content for the 
communications toolkit, managing toolkit translation and sharing with key stakeholders.  

• Support on-the-day communications activity at events, including social media posting and 
managing media enquiries.  

• Assist with post-event communications. 
 
Stakeholder and Partner Communications 

• Liaise with contacts at partner organisations including Bloomberg Philanthropies and the Hertie 
School to coordinate shared content and ensure that brand guidelines, logo usage, and 
messaging requirements are adhered to across jointly produced materials and shared outputs.  

• Maintain up-to-date contact databases of key stakeholders. 
• Keep the Initiative team informed of key milestones, programme updates, and news using 

appropriate internal channels. 
• Identify opportunities to share Initiative milestones, successes, and research findings with the 

wider LSE community, working with LSE Communications colleagues where appropriate to 
amplify coverage across the School’s channels.  

 
General 

• Carry out other communications tasks as required by the Senior Communications Manager to 
support the overall goals of the Initiative. 



  

• Contribute to continuous improvement of communications workflows, templates, and processes. 
• Some flexibility in working hours may be required to support events, which may include 

occasional evenings or travel. 
 
 To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to 
perform work not specifically referred to above.  

 

Flexibility 
To deliver services effectively, a degree of flexibility may be required in the duties performed in order to 
meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial 
changes to a role will be discussed between line managers and their staff, with job descriptions updated 
as and when appropriate.  

Equity, Diversity and Inclusion (EDI) 
LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders) 
will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination 
on the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity, 
race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and 
economic background. 

Ethics Code 
Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s 
Ethics Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly 
states that the whole LSE community, including all staff, students, and governors of LSE, are expected to 
act in accordance with the principles which are set out in the Code. As such you are required to read and 
familiarise yourself with it. The School’s Effective Behaviours Framework is designed to support this Code.  
It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found 
on the following link: click here  

Environmental Sustainability 
The post holder is required to minimise environmental impact in the performance of the role, and actively 
contribute to the delivery of the LSE Environmental Policy. 

Free Speech 
The Code of Practice on Free Speech outlines the responsibilities of LSE to protect and promote freedom 
of speech and academic freedom within the law for students, faculty, staff, and visiting speakers. It applies 
to all activities on LSE premises and those conducted in the name of the School or LSE Students’ Union 
at any location. The Code confirms that LSE does not take formal positions on political or international 
issues but provides a platform for critical debate within the law, taking account of the various legislative 
requirements and the context provided by policies and procedures. Procedures are set out in the Code on 
how events must be arranged and conducted. 

 

https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/OL/Effective-Behaviours-Framework.pdf
https://info.lse.ac.uk/staff/services/Policies-and-procedures/Assets/Documents/Code-of-Practice-on-Free-Speech.pdf

