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GreenCape is recruiting for a Communications Officer 
 
GreenCape is recruiting for the position of Communications Officer*. The Communications 
Officer will be responsible for managing a wide range of communications projects, including 
publications, multimedia and other print media projects. The individual will also be responsible 
for supporting the GreenCape Communications Manager to implement the organisation’s 
communications strategy, and for maintaining the GreenCape website and other 
communications systems and processes.  
 
For more information on the role and the qualifications required, see the Job Description and 
Person Specification below. 
 
For more information about GreenCape’s work, visit our website: www.greencape.co.za  
 
To apply: Send a one-page cover letter and two-page CV to jobs@greencape.co.za  before 9 
a.m., Monday 19 June 2017. 
 
Interviews: From Wednesday 21 June 2017 
 
*Employment equity will be a key consideration in making this appointment. 
 
 

A. Job Description  
 
GreenCape’s Communications Officer is responsible for managing a wide range of 
communications projects, including publications, multimedia and other print media projects. The 
individual is also responsible for supporting the GreenCape Communications Manager to 
implement the organisation’s communications strategy, and for maintaining the GreenCape 
website and other communications systems and processes.  
 
Responsibilities: 

Communications and publications  

 
§ You will support the Communications Manager to implement the GreenCape 

communications strategy and to help achieve the objectives set for the organisation and 
programme teams. 
 

§ You will quickly familiarise yourself with GreenCape’s work, the work of its sectors and 
the opportunities for investors and businesses within each sector. You will also stay abreast 
of developments in each sector and proactively identify opportunities to use communications 
to help GreenCape’s sector teams maximise impact and achieve their goals.  
 



 
 

 
 
 
 

§ You will familiarise yourself with the GreenCape communications strategy, brand 
book, and other published work, so that you are able to able to apply and help other 
teams apply the GreenCape brand and communications strategy appropriately, accurately 
and to a high quality at all times. 
 

§ You will build excellent working relationships with all GreenCape team members, in 
order to help facilitate your work. This will entail limiting the use of email and proactively 
using face-to-face, informal, phone and Skype contact. 
 

§ You will work closely and with a high degree of autonomy with GreenCape teams and 
external service providers to see a project through from planning to implementation, in 
consultation with the Communications Manager. This may entail: organising brainstorming 
sessions, helping teams develop briefs for projects (with support from the Communications 
Manager), securing quotes, circulating drafts for comment and working closely with our 
service providers and teams to finalise deliverables. These can include: high quality 
published work, animations, infographics, videos, electronic newsletters etc.  
 

§ You will help project teams identify the best communications media, taking into 
account their goals, target audience and key messages. 
 

§ You will engage with complex information to help identify and draft key messages 
and supporting statements. This will include the ability to engage with technical reports 
and market intelligence reports, interpreting the content to such an extent that you are able 
to create content or materials (such as news items or industry briefs) for a lay audience, 
using your understanding of the technical content. 
 

§ Your will support the Communications Manager to provide substantive and copy 
editing support to GreenCape teams. This may involve helping someone structure a 
report or industry brief, providing substantive input on arguments, flow and rigour; and 
commenting on the overall presentation of the piece. Your written and spoken English 
should be excellent, and you will be providing support in terms of language editing and 
writing in plain English. 
 

§ You will communicate new news, information and intelligence on the green economy 
to internal and external stakeholders, using your knowledge about the green economy 
and GreenCape’s work. This may entail curating news, spotting opportunities for our 
members and asking sector desks to circulate the opportunities, flagging news or resources 
to be added to the website. 
 

§ You will maintain systems and processes to ensure the smooth running of the 
communications team. 
 

§ You will assist sector teams to identify appropriate messaging and the right collateral 
for events, including large conferences and workshops. Collateral may include banners, 
publications, media and other materials displayed or disseminated at events. 



 
 

 
 
 
 

Website management (10-15%) 

§ You will quickly become proficient on the use of Silverstripe (our content management 
system), in order to ensure that you maintain the GreenCape website efficiently and 
effectively. You will develop the ability to train others to use Silverstripe. 
 

§ You will maintain the GreenCape website to a high standard in terms of content and 
language. This may include identifying appropriate resources and news for the website, 
creating draft content, working with the Communications Manager and sector teams to 
produce website content. 
 

§ You will report monthly on website visit statistics, using Google Analytics and also 
using guidelines that you will develop in consultation with the Communications Manager. 

Maintenance of communication systems and resources 

§ You will maintain the communications schedule, the GreenCape media list and 
GreenCape’s media clippings in consultation with the Communications Manager, 
GreenCape team members and external service providers. 
 

§ You will manage the GreenCape photo library. You will familiarise yourself with the 
library, ensuring that you understand which images to find where and who the owners of 
images are. You will also support sector teams and the Communications Manager to 
strategically select appropriate images for publications and other collateral. You will also 
proactively and strategically build the photo library by working closely with the 
Communications Manager and sector teams to ensure that we have a comprehensive set of 
images to use in communications.  

 
§ You will manage the GreenCape publications library. This may entail ensuring that 

publications are displayed appropriately throughout the office, keeping track of stock, 
consulting teams and the Communications Manager on re-ordering of publications and 
securing quotes for reprinting. 

Any other duty required by the line manager commensurate with the position. 

 

B. Person specification 
 
Required qualifications: 
 
§ A degree in communications or marketing, or any degree relevant to the green economy. A 

qualification in communications and marketing coupled with a degree in another discipline 
related to GreenCape’s work would be a distinct advantage.  
 

§ A language editing qualification would be an advantage but is not essential. 
 
Required experience: 
 
§ Experience working in a communications or publishing team, working on a wide range 

of different communications mediums and publications. These include experience of 



 
 

 
 
 
 

managing projects independently, creatively and with little supervision, and working with a 
range of different stakeholders to see projects through to completion. (Essential) 
 

§ At least three years of experience in project management or coordination, preferably 
in communications or marketing, or other relevant sectors. (Essential) 
 

§ Understanding of different forms of media and how they can be used to help GreenCape 
achieve its objectives (Essential) 

 
§ Experience of working with technical or academic materials and content, doing 

substantive and language editing. This could entail your own work/studies or working with 
others on their written work. (Essential) 
 

§ Experience of writing for a range of audiences, including academic and technical 
content, content for websites, etc. (Essential) 
 

§ Experience of working collaboratively and with different teams and with people from 
different cultures, occupations, and with varying levels of qualifications. (Essential) 

 
§ Experience maintaining and building websites using Silverstripe or another content 

management system. (Preferred) 
 
General and other skills and abilities: 
 
§ Delivering communications strategies and projects 
§ Understanding digital and other media and how it can be used to help GreenCape achieve 

goals and maximise impact 
§ Excellent time and project (organisational) management 
§ Ability to work to tight deadlines and with several projects at the same time 
§ Working independently and with diverse teams and stakeholders, using initiative and 

creativity. 
§ Excellent attention to detail 
§ Engaging with technical or academic content, and presenting complex information to a 

range of audiences 
§ Excellent written and verbal communication 
§ Substantive and language editing (preferred) 
§ Microsoft Office, MailChimp and Google Apps 
 

Personal qualities: 
 
§ A good team player who is creative, energetic, proactive and outgoing.  
§ A strong academic record, detail orientated with a strong self-directed learning mind-set. 
§ An enquiring mind, with an understanding of what great communication looks like and can 

achieve. 
§ An appreciation of value and impact, with a growth mind-set. 

 
 

 


