
Communications & Relationships Officer

Contract details: 30 – 37 hours per week
Location: Home-based + use of office in Hove
Salary: £25,000 per annum (pro rata)

WHO ARE WE?

always possible is an energetic company who use facilitation, design, problem-solving, story-telling 
and research to help ambitious organisations shape the future. We join up the spaces between 
business innovation, skills, culture and place, helping clients to ask and answer critical questions 
about who we are, where change is coming from how to build prosperous communities. 

We are a friendly collection of specialist thinkers and do-ers whose technical and human-to-human 
expertise creates the conditions for sustainable change and informed decision-making. Our clients 
range from tech entrepreneurs, charities, traditional industry and education networks to national arts 
organisations, local authorities, transport hubs and festivals. 
The core team includes the CEO, Head of Projects Design and Head of Projects Delivery, supported 
by a creative army of senior associates with specialisms in commerce, marketing, social policy, 
education, the creative and cultural industries, community engagement, technology and business 
growth. 

We are looking for someone to turn the core team trio into a quartet.
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WHO ARE YOU?

We are delivering and developing some big projects throughout 2019 and beyond, with the need for 
an extraordinary communicator, organiser and customer service enthusiast and passionate human 
being to join us.

You will be joining an ambitious, busy and growing company; supporting the senior team to work 
across a broad range of creative spaces, keeping on top of new ideas, 
administration and communications – and ensuring that our clients (and
their clients) feel extremely well looked-after.

We don’t care what school you went to, if you have a disability, what 
colour your hair is, your gender, age, ethnicity, sexuality or favourite 
Spice Girl – as long as you have integrity, can learn quickly, care about 
what you do and have a brilliant track-record of organising, capturing, 
writing, sharing, supporting and persuading. 

It is a busy, ambitious and meticulous role – to be shaped by someone 
who really understands how to think like other people and will ensure 
that all of our stakeholders have an outstanding experience. 

It will only suit a self-starter with bags of discipline, who can hold a range of project plans in their 
head, think on their feet, write incredible copy and keep critical documents and databases up-to-
date.

always possible is an equal opportunities business and positively welcomes applications from all 
sections of the community. 
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WHAT TO EXPECT

COMMUNICATIONS & RELATIONSHIPS OFFICER

• Stakeholder relationship management
• Database co-ordination and upkeep
• Social media and digital content writing / curation
• Event planning and assistance
• Marketing and communications planning
• Public relations
• Disseminating and sign-posting information
• Record keeping
• Desk-based research and data collection
• Company calendar management
• Company admin and compliance

We can promise that you’ll be working on exciting projects, you will learn new skills and be part of a 
dynamic and friendly team who look after each other. The breadth and range of the work will keep 
you on your toes, but you will see positive change in the organisations, networks and places with 
which we work – as a direct result of your support.

This role will largely be based from home, and we welcome proposals about working schedules. We 
would like somebody who can work Mon-Fri, but if that’s 30 hours spread out, then that’s do-able –
but full-time is also an option. We understand that people often have caring responsibilities or just 
are not productive for eight hours per day, so we are happy to consider different options.

We want somebody who feels productive and engaged for every hour they work, but who can still 
respond to our clients’ and team needs throughout the week.
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HOW TO APPLY

Please send us a concise letter, email, video, or something else, that shows your considered answers 
to the following questions (NB we’re more interested in quality of answer over length):

1. When have you had to prioritise around a large number of competing priorities, what did you
do, and why?

2. How does our mission align with yours?

3. If you’re working from home, how will the rest of the team know what 
you’ve achieved, what you’ve got stuck with, what support you need and 
what your amazing ideas are?

4.    How do you make decisions?

5.    What makes you an extraordinary colleague?

6. What sort of projects would you get most excited about?

7. Why you, working with us, right now?

If you have a LinkedIn profile, send us a link.
If not, please send a potted history of your last ten years.

Send all application info to hireme@alwayspossible.co.uk
The strict deadline is Friday 9th August; 5pm

Short-listed candidates will be invited to an informal chat with the core team. Due to capacity, we will 
not be able to provide any feedback to candidates who don’t make the shortlist. Good luck! 4
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