
Design and Communications Executive 
Berkhamsted 

Monday – Friday – 37½ hours per week 
 

 

 

Job Purpose 

Working within our Customer Services Department and reporting into the Head of Communications and Client 
Services you’ll be responsible for designing and implementing initiatives in support of ABC’s business objectives and 
requirements of our Communications Strategy. 

 

Key Responsibilities 

1. Graphic Design 

 Develop creative design briefs that fit our needs and brand guidelines. 

 Creating static/dynamic images and videos for a range of purposes including posters, ads, websites and 
leaflets for example.   

 Produce and present new ideas and concepts. 

 Demonstrating illustrative skills with rough sketches and working on layouts ready for print. 

 Keeping up to date with emerging technologies. 
 

2. Communications 

 Work with the existing software to understand its capabilities and ensure appropriate delivery of 
communications. 

 Create impactful ebriefings, demonstrating high design values and copywriting skills.  

 Maintain an annual schedule of ebriefings ensuring we hit deadlines every month and liaise with various 
internal teams to ensure this is maintained. 

 Test and develop new communication tactics (e.g. webinars) where relevant to optimise impact. 

 Help create collateral for ABC events. 
 
3. Website and intranet 

 Maintain abc.org.uk, ensuring all areas are up-to-date and well-presented. 
 Be instrumental in the design and creation of the website. 
 Take the lead with our intranet, ensuring it is up-to-date and the design optimised where possible.   

 
4. Social Media   

 Develop and lead ABC’s Social Media strategy. 
 Using latest thinking and targeting by channel (ie differentiate for LinkedIn. Etc.)  
 Be responsible for achieving Social Media targets to optimise messaging reach. 
 Create interesting content to increase impact of Social Media messaging.   

 
5. Other 

 Assist others in the creation of design-led collateral (presentations, ad buttons, letters, certificates etc.)  
 Be available to assist in other projects where necessary. 
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Key Competencies 

The successful candidate will ideally have: 
 
Technical skills and software experience: 

 Presentation creation (PowerPoint) 

 Graphic Design (e.g. Photoshop, InDesign, Illustrator) 

 Video animation and editing (e.g. Camtasia/PremierPro or other video editing software) 

 Email software (e.g. Mailchimp) 

 Website software (e.g. HTML & CSS) 

 
Qualities: 

 Passion and enthusiasm for design. 

 A flexible approach when working in a team. 

 Excellent communication skills in order to interpret and negotiate briefs. 

 Good presentation skills and the confidence to explain and sell ideas to colleagues. 

 Time management skills and the ability to cope with several projects at a time. 

 Accuracy and attention to detail. 

 Being open to feedback and willing to make changes. 

 Knowledge of the media industry is desired but not essential. 
 

Remuneration 

Basic Salary: competitive 
 
Additional Benefits: Flexible Working 

5% bonus potential on annual salary 
25 days annual leave per annum 
Death in Service Assurance  
Group Personal Pension Scheme 
Income Replacement Insurance  
Childcare vouchers 
Discounted shopping vouchers 

 

Interested? 

Please email an up to date copy of your CV, including a covering letter to: careers@abc.org.uk 

For further information contact: Kerry Fogden, HR Manager ABC Ltd on 01442 200717 

 

mailto:careers@abc.org.uk

