
 

Appointing a freelance contractor to support the communication  

of Sustainable St Albans Week 2018 

The Sustainable StAlbans working group want to appoint a freelance contractor to deliver communications 
support for SustWeek18 (21-29 April 2018). 

The purpose of the contract is:  
• To successfully support the communication of SustWeek18, in order to help deliver a varied and 

interesting week that increases awareness of sustainability.  
• To “get the word out” about the Week across social media, press releases, radio, website, email, 

printed materials, and market stalls, in such as way to ensure the general public hears about the 
Week, and want to attend events and get involved.   

We are looking for the right person, and you can set your own hours, within reason.   

We picture the contract taking 7-10 hours per week, probably spread over 2-3 days in order to be 
responsive (with more hours immediately before and during the Week itself). The maximum contract sum 
is £3000, which would accommodate up to 10 hours per week for 20 weeks from Jan-May 2018, at £15 per 
hour. We are still fundraising and this could increase. 

You need to either live within St Albans district, or have a strong personal connection to it, and should able 
to work from home, with your own IT equipment. 

Project schedule and key deliverables:  
• Early January 2018 - Contract starts: 
• First two weeks of January : A final push to encourage groups to register their SustWeek18 events, by 

the deadline of 15th January. This will be done primarily through social media, email, and e-newsletters.   
• February – March : get the word out to the general public through all sorts of media; in particular 

leading on social media, listings on Eventbrite / similar websites, organising market stalls, writing press 
releases, writing blogs / e-newsletters. During the same period, help to publicise the children’s photo 
competition running alongside the week “Living St Albans”. 

• SustWeek18 (21-29 April 2018) : keep abreast of events that are taking place, take photographs, create 
a lively social media and blog presence, and continue to seek press/magazine/radio coverage. 

• Immediately after the week, use social media, websites and e-newsletters to thank contributors and 
funders. 

• Mid-May - Contract ends 
 



Deliverables: 
• Maintaining a regular and lively presence on social media: 

o Regular, engaging posts on Facebook, Twitter and Instagram. 
o List events on Eventbrite and other suitable listing sites, e.g. Radio Verulam; Best of St Albans.  
o Draft blogs/info for our website and e-Newsletters about sustainability, SustWeek18, and 

events that are taking place. 
•  “Getting the word out” through the press, local magazines, and other outlets 

o Write articles for local “what’s on” style magazines 
o Draft press releases during the run-up to the week and work with the Communications Lead to 

ensure press coverage including with the Herts Ad, our official media partner 
o Ensure posters go up on local notice boards, and organise for fliers in local libraries, cafes etc 
o Be creative; suggest your ideas and collaborate with the Working Group on new ways to reach 

our audience. 
o Support the Comms Lead with updating our Wordpress website. 

• Collect and share logos / photos / images 
o Ensure photos, logos and images used for the week are available to the Working Group  
o Collect and share photographs of the week’s events across media, as agreed by the Working 

Group, including web, Instagram and other social media. 
• Materials: To be involved in creating fliers, posters, banners and help with our printed programme 
• Attending Working Group meetings and regular meetings/phone calls with the Communications 

Lead and Co-ordination Contractor. 
• In all of the above, to be mindful of the diversity of our community and actively seek ways to reach 

the whole community. 
 
There is a wide range of possible activities, above, and it will be up to the Communications Contractor and 
the Communications Lead to agree priorities on a regular basis, which focus our communications on the 
most effective areas and keep the contract within the maximum contract sum. 
 
We are looking for the following skills and experience; 

• Have experience of delivering or supporting communications campaigns through social media 
including Facebook, Twitter and Instagram, and (ideally) experience of writing press releases, blogs 
or similar 

• Have excellent written and verbal communication skills, demonstrated in a range of contexts 
• Be flexible, resourceful, creative, well-organised and used to meeting deadlines 
• Be enthusiastic and committed to raising awareness of sustainability, and engaging the community 

in this 
• Be an enthusiastic and tactful person who can work well with others  
• Have an understanding of the needs of the diverse communities of our city & district 
• Be quick and capable with Word and email 
• Ideally have experience with a graphic design package such as Canva and of Wordpress websites 
• Ideally, have experience of successful photography  
• Live within the district or have a strong personal connection to it 

 
 



 
Appointment Process 
 
Send a CV and covering letter of no more than 2 pages, telling us how you meet the skills and experience 
above and why you are interested in the contract.  
 
Email your application to Gail Jackson (Communications Lead on the Working Group) at 
gail.jackson@transitionstalbans.org by 5pm on Monday 27th November.   
 
Interviews are on Tuesday 5th December, either in the afternoon or evening.  Please indicate in your 
covering letter which of these times you could be available for.   
 
Thank you for your interest!  

mailto:gail.jackson@transitionstalbans.org


 

 
 
Background 
• The next award-winning Sustainable St Albans Week is running from 21-29 April 2018.   During this 

week, we expect over 100 organisations across St Albans, Harpenden and the villages to run over 
100 events and activities under this banner. The groups will come from community, business, faith 
and school groups.  

• There will be a large opening event in Harpenden, with Rothamstead Research as the lead sponsor, 
and the SustWeek18 working group are also running a final event, the Know How Festival, at which 
smaller groups and other organisations are invited to take part.   

• For children, schools and youth groups, we are running a photography competition “Living St 
Albans” and the winners will be displayed at the Know How Festival and then around the district. 

• The week is run through a partnership of Transition St Albans and St Albans Friends of the Earth 
with the support of St Albans City & District Council.   

• The week is funded through the National Lottery, Herts County Councillor grants, local business 
sponsorship, and other grants. We also continue to seek funding from various other trusts.  

• We have formed a joint Working Group, made up of active volunteers, who are planning the week.  
We have already placed the contract for Coordinating the week, and we are now advertising a 
second contract, as Communications Contractor. 

• There is no working office, so all volunteers and contractors work from home, using their own IT 
equipment. 

• The end goal of this project is to run a fabulously successful “Sustainable St Albans Week”. Success 
means that over 100 groups, from a diverse range of backgrounds, have run events, taken part, or 
attended something during the week.  Success will also be indicated by how many of these 
organising groups and participants commit to make some kind of change related to environmental 
sustainability because they have been involved.  We want to raise awareness and move 
sustainability up the agenda.  We’d love to get more people on the TSA and FoE mailing lists too, 
but this is a secondary goal. 

• The Communications Contractor will be working closely with the Communications Lead (Gail 
Jackson) who is a member of the Working Group and with the Co-ordination Contractor (Susheel 
Rao).  

 


