
 

 

Wychwood Forest Trust Limited 
 

JOB DESCRIPTION 
 

Communications and Development Manager 
 
Hours of work: Full time  
Role type:  One year fixed term in the first instance 
Reporting line:  Reporting to the Chief Executive 
Place of work:   Office based in Witney, with blended remote working 
Salary:  £25,000 p.a.  
 
 

Background   
 
The Wychwood Forest Trust is an environmental conservation charity that inspires people to value and 
restore landscapes and habitats across an area of 120 square miles and 41 parishes of west Oxfordshire, 
known since the 12th century as the Wychwood Forest. Formed in 1997, we have a vision of a thriving 
natural landscape, rich in wildlife and habitats, enjoyed by and benefitting all. We aim to achieve this 
through both traditional and creative land management approaches on our own suite of nature reserves, 
and by working in collaboration with the Wychwood’s local communities, land owners, businesses and 
schools. We have close links with and support from our county and district councils and a strong public 
and corporate membership base.  
 

Primary Job Purpose 
 
To coordinate and oversee all aspects of the Wychwood Project’s external communication with members, 
partners, the public and other stakeholders. Develop the way the organisation has positive interactions 
with people through traditional and digital media, our identity, and a considered programme of public 
engagement events. 
 

Key Responsibilities 
 

 Lead on the production of communications material for the Wychwood Forest Trust’s activities and 
support colleagues and the organisation’s special interest voluntary groups 

 Lead on the organisation and coordination of the highly regarded Wychwood Forest Fair and seek 
opportunities for development and growth of the event in line with our charitable objectives 

 Coordinate the production, content and distribution of our magazine and e-newsletters 

 Oversee and update content of the Wychwood Forest Trust’s website  

 Contribute expertise to the development of an events strategy for the organisation and work with 
other team members to produce an annual events calendar 

 Take a position on and oversee engagement with social media 

 Contribute expertise and initiative to exploring fundraising opportunities and work with the wider 
team to develop specific projects and draft grant funding applications  

 Assist the Finance Manager with the processing of memberships and contribute to the continuous 
development of the Wychwood Forest Trust’s membership offer 

 Attend internal staff meetings, Wychwood Forest Trust volunteer group meetings and relevant 
external stakeholder meetings as required 

 Contribute to the annual public engagement programme, including participation in the Wychwood 
Forest Fair and other relevant events as required 

 Respond to all public enquiries in a friendly and professional manner  

 Represent the Wychwood Forest Trust with the highest standards of professionalism at all times 
and uphold the organisation’s reputation 



 

 

 Comply with all Wychwood Forest Trust policies and procedures and ensure that all health and 
safety obligations are met in all aspects of the role  

 Embrace the Wychwood Project’s one team approach to organisational working  

 Any other reasonable duties as delegated by the Chief Executive 
 

Person Specification: 
 

 Essential Desirable 

Minimum of 2 years’ experience working for an environmental NGO or 
similar non-profit organisation 

  

Degree or equivalent in a relevant discipline   

Demonstrable experience of producing high quality promotional and 
interpretation materials 

  

Ability to write concise and engaging content for non-technical 
audiences 

  

Proven abilities and experience in event management and public 
engagement activities 

  

Demonstrable experience in Wix website maintenance and development 
or the digital skills and willingness to acquire competencies  

  

Excellent interpersonal and liaison skills   

Volunteer management skills and experience   

Budgetary and strategic planning skills and experience   

The ability to deal with the public, Wychwood Forest Trust members, 
and potential collaborators in a friendly and professional manner 

  

The ability to work to deadlines and coordinate other team members to 
produce relevant content 

  

An interest in natural history, rural landscapes or environmental issues   

Experience in the use of Zoho database software or similar Customer 
Relationship Management packages 

  

Experience of Word, Excel, email and other administrative software   

A current UK-valid driving licence    

Own vehicle available for some business use   

Willingness to work evenings and weekends as necessary   

 
 

 


