
 

Job Description & Person Specification 

Co-production & Communications Manager, Co-Production Collective 
 

Team/department: Co-Production Collective, UCL Engagement 
Level: Grade 7 equivalent (£36,770 - £44,388 per year, £19.32-£23.32 per hour). 
Hours: 4 days a week, 0.8 FTE (30 hours per week), funded in the first instance until end of March 2023.  
Location: The role can be work from home, in the office in Central London or a blend of the two.  
Reports to: Niccola Hutchinson Pascal, Head of Co-Production Collective, UCL Engagement. 
 

About Co-Production Collective 
Co-Production Collective is a co-production community where everyone is welcome. Together, we learn, 
connect and champion co-production to create lasting change.  
 
Co-Production Collective, the first co-production  support service of its kind nationally, has been co-created 
from scratch by hundreds of researchers, patients, carers, practitioners, students and others interested in 
coproduction. Central to our work is developing innovative approaches to involving a diverse range of people 
in research, policy and service development work, particularly voices less often heard from or approached to 
be involved. Co-Production Collective’s work is closely aligned to the increasing focus of government, funders, 
communities and researchers on co-production as a way of addressing current and future health and social 
care challenges. We believe that co-production is an approach to working together in equal partnership and for 
equal benefit. For us, this means living our core values.  
 
We are part of UCL’s Engagement team. The Engagement team works to support both change within UCL, 
and with individuals and departments to create a culture of collaboration and conversation between the 
university and the wider public. 
 
About the Role  
You will be a core part of the Co-Production Collective’s work to champion co-production and bring about 
lasting change. Our projects are varied in terms of who we work with and the services we provide. Our projects 
include training and development, supporting communities of practice in co-production, co-production strategy 
development, and more.  
 
At the heart of all of this work is ensuring that our co-production community is involved and that we are 
genuinely working in equal partnership to create better outcomes for all. The Collective is currently going 
through a period of growth and transformation. You’ll be an important part of this change. We’ll be looking to 
you to help define and iteratively improve our processes for how we work with our community and how our 
communications reflect this. This role will be a great chance to learn and develop within the team. It will suit 
someone who is proactive, flexible, and passionate about our mission to create lasting change through co-
production, alongside having strong communication skills, relationship development and project management 
skills.  
 
We encourage applications from those who are underrepresented in the university sector and at UCL including 
but not exclusive to non-graduates, disabled, D/deaf and neurodiverse people, LGBTQ+ people, people from 
Black, Asian and minoritised ethnic communities. We also welcome applicants from a range of educational 
backgrounds and therefore do not require a minimum formal qualification for this role. 
 
Main purpose of the job 
▪ Manage internal and external communications and marketing for Co-Production Collective in line with 

Co-Production Collective strategy ‘Our Direction 2020-22’ and the strategy to follow (once it has been 
written/been published).  

https://www.ucl.ac.uk/human-resources/sites/human_resources/files/21-22_ucl_non-clinical_grade_structure_with_spinal_points-202108.pdf
https://www.coproductioncollective.co.uk/
https://cpb-eu-w2.wpmucdn.com/blogs.ucl.ac.uk/dist/c/605/files/2020/10/Core-values-1-page.pdf
https://cpb-eu-w2.wpmucdn.com/blogs.ucl.ac.uk/dist/c/605/files/2020/11/CoProCollective_OurDirection2020-22_single.pdf


▪ Project manage (with input from Head) development and delivery of elements of our ongoing work to co-
produce ourselves as a community including key elements of our work such as the delivery of co-
production sessions. 

▪ Manage delivery of discrete elements of our project work commissioned by a variety of different types of 
funders, and often undertaken in partnership with external organisations and/or members of the UCL 
staff or student community. This includes line management of freelance members of staff if and when 
required. 

Duties and responsibilities 
▪ Oversee development and delivery of marketing and communications plans in relation to the promotion of 

events, opportunities and sharing of learning. 
▪ Manage the development and delivery of Co-Production Collective communications and marketing 

(including our blog, newsletter, email inbox and social media) in a way that reflects our values.   
▪ Manage (with input from Head, other team members and community members) the co-creation and 

delivery of Co-production Collective events and workshops in a way which is reflective of and responsive 
to our values.  

▪ Develop and manage relationships with co-producers and our co-production community including being a 
key point of contact. 

▪ Manage the further development and moderation (once launched) of the Co-Production Collective online 
community space embedded within the Co-Production Collective website. 

▪ Promote the services offered by the Collective and assist in promotional activities designed to grow our 
community, generate awareness of our offer and generate income.  

▪ Line management of freelance staff as and when required in order to deliver key elements of our core 
programme and/or commissioned work. 

 
 



Person Specification 
 
This is an outline of the qualifications, experience, skills, knowledge and abilities that are required to effectively 
carry out the responsibilities of the job (as outlined in the job description) and forms the basis for selecting a 
candidate. 
 

Criteria 
 

Essential or 
Desirable 

Assessment method 
(Application/Interview) 

Skills and abilities   

Excellent team working skills, and the ability to work 
collaboratively as both part of a multi-disciplinary team and on 
own initiative. 
 

Essential Application/Interview 

Proven ability to plan, prioritise and manage a varied workload. 
 

Essential Application/Interview 

Excellent oral and written communication skills, with the ability to 
explain complex information clearly and accurately to a diverse 
range of stakeholders. 
 

Essential Application/Interview 

Ability to develop sustainable relationships with a diverse range 
of partners and stakeholder organisations, including public and 
voluntary sector agencies, and community groups. 
 

Essential Application/Interview 

Experience   

Experience of utilising co-production or collaborative methods as 
an inclusive approach to working with diverse communities. 
 

Desirable Application/Interview 

Comprehensive working knowledge of Microsoft Office 
applications, including Word, Excel and Outlook. 
 

Essential Application 

Experience of working on projects and programmes either as 
part of a team or in a project management role. 
 

Essential Application 

Experience of website management including uploading 
information, images, video and writing and uploading of blogs. 
 

Desirable Application/Interview 

Experience of working with multiple social media platforms and 
tracking their performance. 
 

Desirable Application/Interview 

UCL Ways of Working for Professional Services   

Having a positive and helpful approach to work. 
 

Essential Interview 

Innovating and sharing with new ways to work efficiently. 
 

Essential Interview 

Understanding UCL’s strategic goals, and seeing how your work 
connects and contributes to this. 
 

Essential Interview 

  



 
Diversity statement 
 
We encourage applications from those who are underrepresented in the sector and at UCL including but, not 
exclusive, to non-graduates, disabled, D/deaf and neurodiverse people, LGBTQ+ people, people from Black, 
Asian and ethnic minority backgrounds, especially women. We also welcome applicants from a range of 
educational backgrounds and therefore do not require a minimum formal qualification for these roles. 
 
Further information 
 
This job description reflects the present requirements of the post, and as duties and responsibilities  
change/develop, the job description will be reviewed and be subject to amendment in consultation with the  
post holder. 
 
The post will be expected to meet UCL’s expectations of core behaviours, as outlined in the UCL Core 
Behaviours Framework. 
 
The post holder will be expected to proactively maintain their own continuing professional development in order 
to meet the requirements of the role. 
 
The post holder will actively follow UCL policies including Equal Opportunities policies and be expected to give 
consideration within their role as to how they can actively advance equality of opportunity and good relations 
between people who share a relevant protected characteristic and people who do not share it. 
 
The post holder will maintain an awareness and observation of Fire and Health & Safety Regulations.  
 
The post holder will carry out their duties in a resource efficient way and actively support UCL’s Sustainability 
policies and objectives within the remit of their role. 
 
The post holder will carry out any other duties as are within the scope, spirit and purpose of the job as requested 
by the line manager or Head of Department/Division.  
 
Those interested in applying for this role can talk to Niccola Hutchinson-Pascal (Head of Co-Production 
Collective) on n.pascal@ucl.ac.uk for further information or to book a brief phone call to chat about any 
questions you may have. If there is any way that we can make the application process more accessible for you 
and so easier for you to take part in please just let us know. 

https://www.ucl.ac.uk/human-resources/policies-advice/core-behaviours-framework
https://www.ucl.ac.uk/human-resources/policies-advice/core-behaviours-framework
http://www.ucl.ac.uk/greenucl/our-commitments
http://www.ucl.ac.uk/greenucl/our-commitments
mailto:n.pascal@ucl.ac.uk

