
                                           
 

Job Description 
 

Job Title:  Senior Communications Manager  

 

Reporting to:  CEO 

 

Based at:  University of Bolton Stadium 

 

Salary:  £35,000 to £40,000 pro rata depending on experience 

 

Hours:  40 hours (Full time). A flexible approach to working hours will be 

required as this role includes working on a match day for which time 

off in lieu will be given.  

  
The Senior Communications Manager, a strong copy writer, will lead the Communications 

team at Bolton Wanderers Football Club. With a keen eye for detail and a passion for high 

performance.  The successful candidate will be responsible for managing all aspects of media 

relations as part of a communications team tasked with enhancing the reputation of Bolton 

Wanderers, Bolton Whites Hotel and Bolton Wanderers in the Community, domestically and 

internationally.  

 

This will be achieved through the building of key relationships with journalists across all 

aspects of local, regional, national and international print, broadcast and digital media, 

effective management of the Communications Department and the development and 

activation of an annual Communications plan.  

 

Main areas of responsibility  
 

 The daily management and direction of the BWFC Communications Department 

including excellent and effective relations with local, national and international media 

partners, commercial partners, official supporters groups,  and the organisation of 

press conferences.  

 

 Attend all first team fixtures, home and away, to support the Manager and players 

with media obligations. 

 

 To provide strategic counsel, advice and training where relevant to CEO, Board and 

media-facing staff. 

 

 To draft media briefings, press releases and any other relevant documentation as 

required.  

 

 To develop a robust internal communications plan across the Group. 

  

 Work with the Media Team, to develop and oversee an engaging and evolving content 

plan that covers all the club’s media channels including the official website and 

official social media channels. 

 

 Attend weekly heads of department meetings to provide updates on the department’s 

activities. 

 



Job Description (Contd) 
 

 Work with Bolton Wanderers in the Community to plan a comprehensive community 

PR engagement programme that maximises coverage and aligns mutual objectives 

within the group’s One Club, One Community, One Town ethos. 

 

 To effectively manage relationships with competition (EFL and FA) partners and 

rights holders on key media and PR matters.  

 

 To work closely with the Chief Commercial Officer and Marketing Executive to 

ensure that the Communications and Content Plans align with marketing and revenue-

generating objectives. 

 

 To manage the club’s relationship with Data-Co in respect of the iPBS media 

accreditation system. 

  

 To provide guidance and advice to the Media Team to ensure a consistent and timely 

response to internal and external stakeholders.  

 

 To maintain and develop knowledge and skills relevant for the position of Senior 

Communications Manager.  

 

 To act as the Club’s Spokesperson for all media enquiries. 

 

 BWFC seeks to ensure that all children and young people are protected and kept safe from 

harm while they are with staff and volunteers within Bolton Wanderers activities.  Everyone 

at Bolton Wanderers has a safeguarding responsibility for all work colleagues, fans and any 

vulnerable adults and children 

 

 Be an ambassador of the Group, providing excellent customer service at all times 

whilst portraying a professional image. 

 

 Perform other duties as required, which are considered relevant to the post and to the 

objectives of the Group. 

 

 Treat all colleagues as customers ensuring respectful positive outcomes across 

communications. 

 

 Perform other duties as required, which are considered relevant to the post and to the 

objectives of BWFC. 

 

 Adhere to and abide by all BWFC policies, procedures and guidelines especially 

remembering responsibilities to others under Equal Opportunities, Health and Safety, 

Equality and Diversity.  

 

 This post is subject to a DBS disclosure. 

 

 Any other duties as identified by the CEO. 

 

 

Declaration 
 
I,  …………………………. Confirm I have read, understood and agreed to this job 

description, which explains the main duties/responsibilities of my job, but is in no way 

exhaustive and any other duties relevant to my post may be required as and when. 
 


