
 

 
 

Job Description 
 

To apply, please send in a personal statement (max. 1200 words) and CV 
demonstrating how you meet the criteria below to hr@wra.gov.wales. 
 
 

Job Title Communications Summer Placement 

Actual Starting Salary 
(including any allowances) 
 

£23,625 

Salary Range 
 

£23,625 – £27,400 

Work pattern 
 

Full Time (not suitable for candidates who wish to 
work on a part time or job share basis) 
 

Type of opportunity  
(and duration if applicable) 

Work placement (3 months fixed term) 
 
 

Location of Post 
 

QED Centre, Treforest Estate, Pontypridd  

 

Reporting to Senior Communications Manager  

 

Application Closing Date and 
Time 
 

Midnight on 28th May 2019  

Indicative start date  1 July 2019  
 

Nationality rules Applicants must be students who have the right 
to work full-time in the UK. 
 

Start Date Early July – flexible.  

Contact point for further 
information 

Please email: 
wracommunications@wra.gov.wales  

 
 

Welsh Revenue Authority Background: 
 

The WRA is the new tax authority for Wales, collecting and managing the first de-
volved Welsh taxes in 800 years: Land Transaction Tax (LTT) and Landfill Disposals 
Tax (LDT). These Welsh taxes have been made in Wales, for Wales. We expect to 
raise £1bn over our first four years, money which will fund Welsh public services, 
including the NHS and schools, across Wales. 

mailto:hr@wra.gov.wales
mailto:wracommunications@wra.gov.wales


You will join a small, specialist organisation of around 80 people across 16 different 
professions, and a typical day will see you working with multiple areas and teams 
across our organisation. We are a high performing, highly engaged organisation – 
see our latest People Survey results here. 

 

Purpose of Post: 
 

Working directly to the Senior Communications Manager within the 
Communications team of three, you will help our team deliver external and internal 
communications activity.  

The Communications team is a relatively new and small team, covering a variety of 
areas including media relations, digital/social media and design.  

You will be a self-starter, creative and with a passion for communications that 
drives results. With excellent organisation skills and a flexible approach, you will 
gain exposure to a broad range of work.   

The Communications team is still growing and plays a key part in supporting the 
WRA’s strategic priorities. Large-scale projects currently include a review of our 
website.  

You will have the opportunity to apply the skills gained from your communications/ 
media degree (or equivalent) in an interesting modern workplace. 

“Being a part of the Communications Team will offer you the chance 
to work on a wide range of external and internal communications 
activity. You will get hands-on skills while you earn a wage. If you’re 
creative, committed and passionate, we’d like to hear from you!”  

Sian Johnson, 
Senior Communications Manager 

 

 

 

 

 

 

Key tasks: 

• To draft high quality content for a variety of WRA communications channels 
e.g. Twitter; LinkedIn; scripting for videos; intranet articles; press notices  

• To help act as the eyes and ears of the WRA by spotting opportunities and 
contributing creative ideas which align with our communications strategy  

• To help support key projects led by the Communications Team, for example 
our work on reviewing our website and intranet 

• To help support the development of editorial calendars, spanning a variety 
of channels, to help support the team’s forward planning 

• To help support the Communications team members at events or wider 
engagement activities e.g. capturing video/ images to share wider  

• To help review existing branded documents for the WRA and wider 
communications policies   

• To help proof any communications activity to ensure that quality content is 
shared externally and internally e.g. corporate publications 

• To use any skills around video development or design to support the Senior 
Communications Manager with projects   

https://gov.wales/welsh-revenue-authority-people-survey-results


• To support the Communications team with day-to-day administration 
activities including tracking activity; measurement and evaluation  
 

 
We recruit using Success Profiles. Please click the link for guidance which will help 
you in completing your application. 
 
We look for behaviours, skills, strengths, and experience when we recruit. Some of 
these we look for throughout recruitment, and some we may only look for at certain 
stages. 
 
Please see below for the evidence you should look to showcase during the 
recruitment process (you may also wish to refer to the key tasks mentioned above): 
 

 Assessed in 
Personal 

Statement 
and CV: 

Assessed 
during 

interview/ 
assessment: 

Behaviours: 
 
Insight: Media and Press - Maintain an awareness of 
the news agenda and emerging news events 
 
Ideas: Core - Demonstrate an awareness of how 
communication channels work together and 
complement each other 
 

 

✓ 

 
 
 

✓ 

 

 

✓ 

 

 

 

✓ 

 

 

Skills: 

• Communicate clearly and concisely, both 
verbally and in written work 

• A team player, working well with others, 
across teams, on a variety of work  

 

 

✓ 

 

✓ 

 

 

✓ 

 

✓ 

 

 

Qualifications: 

• Studying or recently completed a university-
level communications or media qualification   

 

 

✓ 

 

 

 
This role uses competencies from the Government Communications Service. You 
can find out more about the competencies mentioned above, here. 
 
Welsh Language Requirements 
 
The following list of language requirements represents an objective assessment of 
the Welsh language skills required to undertake the duties of this post: 

Welsh language skills    
 

Welsh skills are desirable  
 

Reading    
 

0 = No skills  
 

https://www.gov.uk/government/publications/success-profiles
https://gcs.civilservice.gov.uk/professional-development/competency-framework/


Spoken    
 

0 = No skills  

Understanding    
 

0 = No skills  
 

Written    
 

0 = No skills  
 

 
Level of Security Vetting 

Basic Check / Counter Terrorism Check / Security Check / DV 

Assessment 

Assessment consists of a blended interview, where we test for the above published 
criteria. Depending on the role, we may: 

• test for strengths relevant to the behaviours. More information on what we 
mean by strengths can be found here. 

• ask you to complete an exercise, test or presentation. If that is the case, we will 
tell you before your interview, and ask if you have any particular requirements 
you would like us to be aware of. 

 
How to Apply 

To apply, please complete a personal statement (which should be no more than 
1200 words) and a CV (of no more than two sides of A4) which provide evidence of 
how you meet the criteria above. You will also need to complete our ‘Your Details’ 
form, to allow us to make sure our recruitment processes are fair, but this will not be 
shared any further than our HR team. You can find the ‘Your Details’ form here. 
 
The ‘Your Details’ form, personal statement, and CV should be sent together to 
hr@wra.gov.wales. To maintain fairness, we cannot accept late applications, so 
please check you have completed all three documents. 
 
 
Working for the Civil Service 

See this page for details of the benefits of working for the WRA. 
 
The Civil Service Code sets out the standards of behaviour expected of civil 
servants. 
 
We recruit by merit, based on the basis of fair and open competition, as outlined in 
the Civil Service Commission’s recruitment principles. 
 
If you feel your application has not been treated in accordance with the recruitment 
principles, and you wish to make a complaint, you should contact the Head of HR at 
hr@wra.gov.wales. 
 
If you are not satisfied with the response you receive from us then you can contact 
the Civil Service Commission.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/717274/CS_Strengths_2018.pdf
https://gov.wales/sites/default/files/publications/2019-05/your-details.pdf
https://gov.wales/sites/default/files/publications/2019-05/your-details.pdf
https://gov.wales/sites/default/files/publications/2019-05/your-details.pdf
mailto:hr@wra.gov.wales
https://gov.wales/working-welsh-revenue-authority
https://civilservicecommission.independent.gov.uk/code/
https://civilservicecommission.independent.gov.uk/wp-content/uploads/2018/03/RECRUITMENT-PRINCIPLES-April-2018-FINAL-.pdf
mailto:hr@wra.gov.wales
https://civilservicecommission.independent.gov.uk/civil-service-recruitment/complaints/


 
 
 


