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Content Executive 
 

Position in the organisation  
Reports to the Content Editor   
Member of our Strategic Content Team  
Part of our Income and Engagement directorate  
 

Purpose of this role  
We are here for anyone affected by dementia to help them navigate some of the hardest and most 
frightening times of their lives.  

The Content Executive is a key member of the Strategic Content Team, supporting the creation of 
clear, engaging and channel-neutral content that inspires engagement with the charity’s mission 
and provides vital support to people affected by dementia.  

Working closely with content colleagues, subject matter experts and internal stakeholders, the 
Content Executive will write and edit accurate, accessible content that aligns with organisational 
goals, brand guidelines and tone of voice. The postholder will create content across a range of 
formats, including web, digital formats (e.g. PDF), print materials and video and audio (scriptwriting).   

A key part of the role is contributing to the ongoing development of Alzheimer’s Society world-
leading dementia information. The postholder will write and edit Patient Information Forum (PIF) 
accredited health information, drawing on the support of senior editors as needed, ensuring people 
affected by dementia can access relevant, informative and inclusive guidance that makes a 
meaningful difference to their lives.  

The role also involves collaborating with colleagues across the organisation to fulfil requests for 
new content. In collaboration with team members, the postholder will design new content and 
adapt messaging to engage different audiences, support campaigns and vital strategy work (e.g. 
fundraising communications), and ensure clarity, inclusivity and consistency across all content 
formats.  

This role offers an opportunity to build skills, experience and confidence within a supportive, 
collaborative environment focused on content creation.  

We are looking for someone who exemplifies our values; someone who is: determined to make a 
difference when and where it matters most, a trusted expert who believes in working better 
together, and demonstrates true compassion.  

Key accountabilities and responsibilities 
• Support the delivery of Alzheimer’s Society’s content strategy by writing, editing and 

proofreading channel-neutral content in line with brand guidelines, house style and tone of 
voice.  



   
 

   
 

• Write, edit and proofread our print and online dementia health information, ensuring 
content reflects user need and meets Patient Information Forum (PIF) standards.  

• Assist wider cross-team content projects with input such as creative ideas, planning, editing 
proofreading and quality assurance checks.  

• Ensure content is accurate, accessible, clear and inclusive. Work with colleagues to develop 
and apply knowledge of accessibility best practices, finding solutions to complex issues or 
sensitivities and making sure content serves and resonates with diverse audiences.  

• Help gather insight from our audiences, managing our reader panel (lived experience 
group) and ensuring feedback is captured and shared.  

• Support the process of evaluating audiences and content impact by  gathering feedback 
and analytics data.  

• Support with the delivery of content projects, liaising with project leads, contributing to 
version control, and maintaining accurate record keeping in line with editorial and quality-
control processes.  

• Assist with the delivery of fundraising communications content, helping to ensure that all 
outputs meet our creative standards, are strategically-aligned and showcase the breadth 
and depth of the Society's impact.  

• Coordinate print runs of health publications by managing scheduling, assigning 
proofreading, liaising with designers and print suppliers, and arranging delivery of final 
versions.  

• Embrace content design, accessibility and SEO principles and open to using AI tools to 
support the delivery of the Strategic Content team’s priorities.  
 

We are looking for someone who can…  
• Work flexibly and independently, contributing to a range of projects with varying scopes, 

audience and timescales across a typical week.  
• Support a ‘test and learn’ culture, comfortable suggesting new ideas, processes, tools and 

approaches that will help the Society to better serve audiences.  
• Adapt writing style and tailor content for different audiences while keeping the focus on 

inspiring action.  
• Collaborate with and build relationships with colleagues in the Strategic Content team and 

across the organisation, using strong communication skills to reach out to and work 
alongside colleagues, volunteers and freelancers.  

• Organise a varied workload, drawing on support from managers as needed to ensure work is 
accurate and meets quality targets, reasonable deadlines, and reporting requirements.  

• Be responsible for personal learning and development, expanding your knowledge and 
expertise to ensure our content is of the highest standard and to support the learning and 
development of others and the whole organisation.  

• Champion the diverse needs of people affected by dementia and work to embed a culture 
of inclusion and collaboration, within and beyond the Society.   

• Adhere to all the Society’s service standards, policies and procedures. Comply with the 
data protection regulations, ensuring that information on clients remains confidential.  



   
 

   
 

• Implement the Society’s health and safety policy and procedures, ensuring that all 
practices and procedures are undertaken in accordance with a healthy and safe working 
environment and that all staff and volunteers for whom you may be responsible are aware of 
their responsibilities in respect of their role, monitoring data and recommending action as 
required.  

  

Person specification and selection criteria  

Skills & knowledge  Application (A) 
or Interview (I)  

Excellent writing and editorial skills with proven experience producing user-
centred content for digital, print, video and audio formats.  

A/I 

Ability to write and edit content so it aligns with strategic goals, brand 
guidelines and tone of voice, ensuring content is appropriate to each channel 
and audience.  

A/I 

Proofreading skills and advanced knowledge of English grammar, spelling and 
punctuation.  

A/I 

Effective planning and organisational skills with the ability to balance different 
tasks and projects, meet reasonable deadlines, and manage conflicting 
priorities.  

A/I 

Ability to collaborate with stakeholders, colleagues and 
freelancers, keeping lines of communication open to coordinate feedback 
and negotiate positive outcomes.  

A/I 

Experience or knowledge of writing and/or editing health information to meet 
Patient Information Forum (PIF) standards.  

A/I 

Experience or knowledge of using analytics and reporting tools including 
Google Analytics 4 (GA4) and Mouseflow.  

A/I 

Experience using Adobe Acrobat to edit and proofread PDF documents and 
digital image libraries and image editing tools such as Photoshop.  

A/I 

Understanding of health and social care systems and the related issues 
affecting people with dementia.  

A/I 

Understanding of information architecture and the ability to group content 
for the most effective user journey.  

A/I 

Experience and ability to create content using content design, Create Once 
Publish Everywhere (COPE) and similar content creation methodologies.  

A/I 

 

Competencies & personal attributes  Application (A) 
or interview (I)  

Flexible team player with a positive and proactive approach and a passion for 
creating engaging content.  

A/I 

Creative and curious, brings fresh ideas, storytelling flair, and a keen interest in 
content trends and innovations and a strong understanding of the power and 
value of content.  

A/I 



   
 

   
 

Excellent communication skills, both verbal and written with the ability to work 
collaboratively and engage with Alzheimer’s 
Society staff, volunteers and freelancers in an inclusive and non-judgemental 
way.   

A/I 

Pitches in to support colleagues during busy periods and recognises when they 
need to ask for support too.  

A/I 

Commitment to equal opportunities, with an inclusive approach to every aspect 
of work and working with others, alongside an understanding of the inclusion 
agenda and its relevance within a diverse society.  

A/I 

Commitment to continuous learning, actively seeks 
opportunities to upskill in areas such as content design, UX writing, SEO, and 
accessibility best practice.  

A/I 

Confidence addressing new challenges, finding solutions and managing 
competing demands from colleagues.  

A/I 

Flexible team player with a positive and proactive approach and a passion for 
creating engaging content.  

A/I 

Creative and curious, brings fresh ideas, storytelling flair, and a keen interest in 
content trends and innovations and a strong understanding of the power and 
value of content.  

A/I 

Excellent communication skills, both verbal and written with the ability to work 
collaboratively and engage with Alzheimer’s 
Society staff, volunteers and freelancers in an inclusive and non-judgemental 
way.   

A/I 

Pitches in to support colleagues during busy periods and recognises when they 
need to ask for support too.  

A/I 

Commitment to equal opportunities, with an inclusive approach to every aspect 
of work and working with others, alongside an understanding of the inclusion 
agenda and its relevance within a diverse society.  

A/I 

 

Follow us on Twitter and Instagram @Alzheimerssoc and Like us on Facebook or check out Alzheimer’s 
Society YouTube channel youtube.com/AlzheimersSociety 

Criminal Record Check  
This post may be subject to a satisfactory Criminal Records Check, from either the Disclosure 
and Barring Service (England & Wales), Disclosure Scotland Check (Scotland) or AccessNI 
(Northern Ireland). Please select the level of Check required for this role:  

Basic    ☐ 

Enhanced   ☐ 

Not Applicable  ☐ 

Candidates - If you require further information regarding Criminal Records Check, then please 
contact: careers@alzheimers.org.uk  

Hiring Managers - If you require further information regarding Criminal Records Check for this 
role, then please contact: Employeesupport@alzheimers.org.uk 
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https://www.alzheimers.org.uk/sites/default/files/2024-08/alzheimers-society-how-to-talk-about-dementia-media-guide.pdf

