
 

    
 

   

 

JOB DESCRIPTION 

 

Title of post: Communications Assistant 

Location: Dublin 1 

Reporting to: Head of Communications 

Contract: Two-year fixed term  

 

 

About Peter McVerry Trust 

Vision: “An Ireland that supports all those on the margins and upholds their rights to full 

inclusion in society.” 

Mission: Peter McVerry Trust is committed to reducing homelessness and the harm caused 
by substance misuse and social disadvantage. Peter McVerry Trust provides low-threshold 
entry services, primarily to younger persons and vulnerable adults with complex needs and 
offer pathways out of homelessness based on the principles of the Housing First model. 

 

The Opportunity  

The Communications Assistant will play a key support role in a small, dynamic 
Communications Department. They will work closely with colleagues to ensure the effective 
delivery of the communications strategy. 

This is a new role to support the team, with the opportunity to learn about how we 
communicate our charity to a variety of audiences. It will also offer the opportunity to play a 
part in our various communications activities, including media relations, social media activity, 
event management and print production. 

 
Overview of Key Responsibilities and Duties: 
 

• Assist the team to execute the communications strategy  

• Provide administrative support across communications projects   

• Assist with the production and updating of organisational materials 

• Co-ordinate photography and videography with external suppliers 



 

    
 

   

 

• Drafting and editing internal and external communication articles (e.g. intranet 

articles, press releases, social media posts)  

• Assist with the maintenance of communications calendar of upcoming content 

• Maintaining the library of Peter McVerry Trust press clippings 

• Compile regular media reports  

• Assist with the development of Peter McVerry Trust publications including 

annual reports and newsletters 

• Assist in the organisation and delivery of Peter McVerry Trust annual 

campaigns and events, also ad hoc campaigns in response to sectoral changes 

• Perform other support duties as requested 

 
Requirements:  
 

We are looking for an enthusiastic professional who can work both independently and  

collaboratively in teams.  

• Commitment to the vision and mission of Peter McVerry Trust. 

• Third level qualification in communications, journalism, public relations or similar. 

• Excellent writing and editing skills. 

• Strong communications and interpersonal skills. 

• Creativity and enthusiasm; flexibility and adaptability. 

Desirable: 

• Familiarity with social issues and homelessness in Ireland 

  



 

    
 

   

 

Further information  

• This position is a two-year fixed term contract with the intention to transition into 

permanent for the right candidate.   

• The role will require participation in ad-hoc events and meetings which occur in the 

evenings and on weekends. Travel outside of the office is reimbursed according to 

our expense policy and a Time Off in Lieu policy is also in place. 

• Peter McVerry Trust is an equal opportunities employer. 

• Peter McVerry Trust offers a number of benefits in addition to salary:  

o Annual Leave of 23 days  

o Death in service benefit  

o Further education and training opportunities  

o Professional rewards card  

o Travel – bike to work scheme and tax saver scheme  

How to apply 

Closing date for applications: 5pm Monday 31 October 2022 

1. Complete the application form  

2. Applicants should submit a CV along with a covering letter /personal statement 

demonstrating the following 

• Why you have applied for this position, 

• The skills you would bring, and  

• How you meet the requirements of this post. 

3. Email the application form, CV and cover letter to recruitment@pmvtrust.ie  

4. The interview will take place via Zoom 
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