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Communications and Press Officer 
 

Reports to: Head of External Affairs 

Location: (subject to Government guidance) London, Westminster, with opportunity for 
remote/flexible working also  

Role: Permanent 

Salary: This is a full-time role with a salary range of £27,000 - £29,000  

 Benefits:  

 25 days annual leave, with a leave allowance that grows with your length of service   
 An interest free “new starter” loan of up to £1000 to help you prepare for taking on 

your new role – be it to support travel arrangements in the form of a season ticket, 
or to help you get your home office set up in advance  

 Cycle to Work Scheme  
 Option to access private health insurance as a benefit in kind  
 Pension contributions will be matched up to 8% 

Do you want to put your communications and marketing flair to work in a team that is 
making sure we deliver the UK’s target of net zero emissions by 2050?  

With the legislation of net zero, the world coming to Glasgow in November for COP 26 and 
the PM’s ten-point plan under way, there has never been a more important time for industry 
to engage with new audiences on the ‘green industrial revolution’. 

Here at the ADE, we are proud of the work we have done throughout 2020/21, taking our 
communications- with industry, with Government, with others in our sector- all online. We 
are seeking a new Communications and Press Officer to manage our core communications 
programme and help us continue to deliver in a hybrid world. The role will involve managing 
the online and offline events for which the ADE is best known; including roundtables with 
Parliamentarians, sector conferences focused on particular technologies, the Winter 
Parliamentary reception, the Heat and Decentralised Energy conference in the spring, the 
President’s Parliamentary lunch in the summer and the showpiece Awards Dinner in the 
autumn. Supported by the External Affairs team you will be leading on winning coverage for 
the ADE and our members in the trade press and beyond: monitoring the media, preparing 
and pitching press releases and statements, and all with a broad range of media targets in 
print, broadcast and radio. 

We are looking for a Communications and Press Officer with a dynamic ‘can-do’ attitude to 
join the External Affairs Team. You’ll have experience in running online and offline events, 
experience in the media or being a press officer and an enthusiasm for communicating- 
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fresh ideas and creativity are a real plus at the ADE. You should have experience writing copy 
and content for different audiences and evidence of working to fast moving deadlines. 

This role supports the ADE’s work to set the vision of a local, efficient, low carbon energy 
system which enables energy users to make the choices which work for them by ensuring 
people know about the available opportunities and understand the work being done in 

these areas. 

Responsibilities 

 Online events: Coordinating across the ADE team, project manage our online events 
calendar, from initial scoping to event follow up. This includes ADE run roundtables, 
sector conferences and meetings and the ADE’s four annual key events: the Winter 
Parliamentary reception; the Heat and Decentralised Energy conference in the 
spring; the President’s Parliamentary lunch in the summer and the showpiece 
Awards Dinner in the autumn. Supported by our IT Manager, run tech for all events 
and manage the ADE on Zoom account. 

 Member communications: Delivering the daily, weekly and monthly communication 
channels with members and the media ensuring consistent messages that reflect the 
brand and role of the ADE as respected, relevant and representative of its members 
and the wider industry. This includes newsletters, blogs, mailers and 
communications from across the ADE team. 

 Social Media: Specifically on LinkedIn and Twitter, post and engage to ensure the 
ADE’s regular presence, monitoring and linking in with industry and Government 
initiatives   

 Press: winning coverage for the ADE and our members in the trade press and 
beyond: media monitoring, preparation and issuing of press releases and 
statements, pitching and following up stories with a broad range of media targets in 
print, broadcast and radio. Administering the ADE’s ‘rapid response unit’.  

 Heat and Decentralised Energy and the ADE Awards: Together with our organising 
partners, be the ADE lead on the scoping, promotion, coordination and delivery of 
the Heat and Decentralised Energy conference and the awards process for the 
annual ADE awards process, open to members and industry to showcase 
achievements in the sector. 

 Design: Liaise with the ADE’s designer for the design of all industry reports and 
infographics. Lead on design tasks on Canva for our events and online 
communications, supporting ADE team members as needed. Lead on the design of 
core ADE templates like the letterhead and the ADE intro flyer. Be the main point of 
contact for our brand guidelines.  

 Video: Manage video editing, cutting, recording and uploading of video content for 
our events and online communications. Manage the ADE’s presence on Vimeo.  

 Websites: Manage the content, development, updating, technical maintenance 
(with the help of the IT team) and use of the ADE website and additional websites 
that are managed by the ADE e.g www.heatnic.uk and greenrecovery.uk 
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Requirements 

 Comfortable in a deadline driven environment, exercising project management skills 
and working independently;  

 Evidence of running events, both online and offline; 
 Personal or professional experience with Canva or other design platforms and in 

engaging with designers; 
 Experience operating the backend of websites and platforms like Wix and 

Squarespace; 
 Experience drafting copy or producing written content to a high standard; 
 Experience engaging with the media, ideally in pitching to the press 
 Interpersonal skills to work cross functionally within the organisation and an interest 

to build manage and maintain networks within the sector; and, 
 Creativity and capacity to generate new ideas, perhaps bringing experience from 

other sectors or industries. 

Desirable 

 Passion and curiosity for current affairs, specifically around climate and energy; 
 Relevant work experience with the tools of communications and external affairs 

(such as social media management, event plans, press releases, network mapping, 
media monitoring etc) 

 


