
 
 
 
 
 

 
Job information pack 
Patient Information Officer  

 
 
 



 

Thank you for your 
interest in 
Pancreatic Cancer 
UK  

 

 

 
 
I am delighted that you are interested in working with us. If you decide to apply for a role at 
Pancreatic Cancer UK, and go on to join us, I know you won’t be disappointed. 
 
I joined the charity as CEO two years ago and since then I have been absolutely inspired by 
the incredible team we have here at Pancreatic Cancer UK, by our amazing supporters, and 
by the sheer courage of those affected by pancreatic cancer. Almost without exception, just 
about everyone who comes to join our team finds they too are similarly inspired and 
determined to make a difference. If you want to be part of generating real, positive change, 
then Pancreatic Cancer UK is the place to be - and helping make that change never more 
important: 
 
Pancreatic cancer is the toughest cancer to diagnosis, treat and survive 
Pancreatic cancer is the deadliest common cancer. This dreadful disease is often diagnosed 
late, and progresses quickly – heartbreakingly, 3 in 4 people won’t survive a year.  
 
Yet for too long, the disease has been sidelined, with research into the disease 
historically underfunded. Over the last decade, research into pancreatic cancer has received 
less than 1% of the cancer research budget. As shockingly, only 8% of people with 
pancreatic cancer are offered life-saving surgery - either because they’re not diagnosed until 
too late, or are not offered treatment fast enough - something Pancreatic Cancer UK recently 
highlighted in our ground-breaking Demand Faster Treatment campaign. 
 
The reality is that pancreatic cancer treatment can’t wait. We need change, fast. 
 
But thanks to our staff and our amazing supporters, we are making a stand and demanding; 
 
-          More money for more research 
-          More focus on early diagnosis 
-          Better, faster treatment and care 
 
As importantly, Pancreatic Cancer UK provides expert advice and support directly to those 
affected by the disease, and we support the pancreatic cancer community with a strong, 
constructive voice.  
 
We want to make sure that everyone affected by the disease gets all the help they need, and 
our overall aim is to double survival rates and transform the future for everyone with 
pancreatic cancer. 
 



But we can’t do this alone - we can only succeed if we take it on together. You could be a 
key part of our success. 
 
This is a great role and a very exciting time to be joining the charity as we enter into the 
development of our new five-year strategy.  We are an ambitious charity working with one of 
the toughest cancers. 
 
Your reward will be to see more people with pancreatic cancer have the chance to live 
longer, better lives. What’s more, you’ll be joining an incredible team and a great place to 
work: 

• We’re a small charity, so you’ll feel part of a team, not a machine. We celebrate 
all our achievements together, we make sure new starters get a great welcome, and 
we never forget we are a community where everyone has value. 

• We’re passionate about our cause, and are in a strong position to make a 
difference.  

• We make sure you can give your best – we’ll invest in your learning and 
development, we’ll value your skills and experience, and we’ll give you the chance to 
shine. 

• We have a great team of passionate and determined staff and supporters, with 
strong partnerships with patients, families, fundraisers, medical professionals, 
researchers and policy makers. 

• We encourage a healthy work-life balance and are always happy to discuss 
flexibility in light of the needs of the role. We have high levels of job satisfaction and a 
collaborative and innovative culture – and I know everyone here would join me in 
being proud to work here. 

 
So, if you feel excited and inspired by the prospect of joining us to produce high quality, 
easy-to-understand health information for people with pancreatic cancer and their families 
we would love to hear from you. Please find enclosed further information about the Charity, 
the disease and this position, and do take a look at our website and read through the job 
description and person specification to see how you would meet with our needs.   
We hope to hear from you soon.     
 
With best wishes, 
 
 
 
Diana Jupp  
Chief Exec 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Job Description 
Patient Information Officer  
 
Background  
 
Pancreatic cancer has the lowest survival rate of any cancer. Pancreatic Cancer UK (PCUK) 
is a national charity determined to make a difference by providing support and information to 
those affected and by raising awareness and funding research. We are a national charity 
fighting pancreatic cancer on all fronts; support and information, campaigning and research. 
  
We know being diagnosed with pancreatic cancer can feel very overwhelming. Our 
information supports people affected by pancreatic cancer at this difficult time to understand 
their diagnosis, help them make decisions about treatment options, and supports them in 
managing symptoms and side effects. We produce a pack of key information for people 
recently diagnosed with pancreatic cancer, as well as a range of printed publications, 
extensive online information, video content and accessible resources such as Easy Read. 
Last year we distributed over 32,000 printed publications, and over 830,000 people 
accessed the information on our website.  
 
The Role 
 
The Patient Information Officer plays will have direct responsibility for producing high quality, 
easy-to-understand health information for people with pancreatic cancer and their families. 
This will be based on the latest research and will meet the needs of those affected by 
pancreatic cancer. We have a busy publication production schedule, and you might be 
working on several information reviews, clinical trial summaries and new resources, 
including videos and digital development at any given time. You will also help to ensure our 
information reaches those who need it, via a variety of channels. 
 
Specifically, this will include:  
 

• Producing new and revising current information in a variety of formats – we 
review our information every two to three years, and are developing and expanding 
the range of our information, including information in different formats.  

• Ensuring our information meets the needs of people affected by pancreatic cancer, 
working closely with lay reviewers and health professionals.  

• Ensuring our information is accurate and up-to-date by carrying out desktop 
research and working with our specialist nurses and health professionals.  

• Promoting our information to help ensure it reaches people affected by pancreatic 
cancer.  

 
Please note – this role has responsibility for the production of both printed publications and 
web content. The role does not involve work specifically in IT or patient data.  
 
Main responsibilities: 
 
Produce new and revised high-quality patient information  

• Be responsible for producing health information for the public on pancreatic cancer, 
including new and revised information resources, in print, online, and in other 
appropriate formats, taking a lead on video production.  



• Ensure compliance with Pancreatic Cancer UK information production processes and 
policies in the production of all patient information. Support the Senior Information 
Manager in achieving accreditation by the PIF Tick quality mark in 2021/22. 

• Write, edit and proof health information about pancreatic cancer in line with best 
practice guidance.   

• Responsible for project managing multiple projects, to deliver new and reviewed 
information products to tight deadlines. 

• Work collaboratively with teams across the charity such as the Digital and 
MarComms teams, and external stakeholders such as people affected by pancreatic 
cancer, volunteers and health professionals. 

 
Ensure our information meets the needs of people affected by pancreatic cancer: 
 

• Using plain English best practice, write information that is accessible to a wide 
audience of people affected by pancreatic cancer, including those with lower health 
literacy.  

• Work with our lay reviewers, who are all patients and families, following user 
involvement best practice, to ensure information is easy to understand, meets 
people’s needs, and reflects their experiences.  

• Conduct user research into the information needs of pancreatic cancer patients, 
families and carers to support the development of information products.  

• Lead on the production of information videos. Work with filmmakers, our specialist 
nurses, and the MarComms team, ensuring videos are accurate, up-to-date, 
accessible, and reflect experiences of people with pancreatic cancer.  

• Work with design agencies to design printed information, ensuring compliance with 
brand guidelines and best practice in accessibility.  

• Support the Senior Information Manager in developing accessible information about 
pancreatic cancer that meets the needs of our diverse audience. Represent the 
Information Team in the Equality, Diversity and Inclusion group, ensuring that this 
work is reflected in our information. 

 
Ensure our information is accurate and up-to-date: 
 

• Ensure all information is based on the latest scientific evidence by conducting 
literature searches of academic medical papers, databases and other desktop 
research, and interpreting and evaluating evidence to ensure quality.  

• Liaise with the Pancreatic Cancer UK Specialist Nurses to ensure information about 
pancreatic cancer is accurate and reflects the experiences of our service users.  

• Manage our health professional review process, building links with and recruiting 
health professionals to review our information, ensuring sufficient health professional 
input for all projects across the team. 

• Work with health professionals to ensure our information is accurate, up-to-date and 
reflects clinical practice.  

• Responsible for maintaining our online database of current open pancreatic cancer 
clinical trials, developing and managing processes to ensure the database is 
complete and up-to-date, researching current trials and writing trial summaries. This 
includes building links and working with trial centres to promote clinical trials through 
our website. 

• Keep up-to-date on treatment and care of pancreatic cancer and patient information 
best practice, to ensure all work is evidence-based, conforms to good practice, and is 
of the highest standard. This might include clinical guidelines such as NICE, 
attending conferences, and membership of the Patient Information Forum.  

 
 



Help ensure our information reaches people affected by pancreatic cancer: 
 

• Work with the Senior Information Manager and Digital Team to develop and maintain 
the information section of our website and online publications order form. Ensure a 
high-quality user experience, with information that is accessible, easy to navigate, 
optimised for search engines, and meets the needs of users.   

• Support the distribution of information, working with our fulfilment house to ensure 
orders are distributed within our stated timeframe, processes are followed, and 
problems resolved. Ensure compliance with our policy for retaining records of 
information orders.  

• Work with the Senior Information Manager, Services Team and MarComms Team to 
promote our information via agreed channels, with specific responsibility for generic 
social media output to promote patient information.  

• Support the Senior Information Manager in trying new ways to reach people affected 
by pancreatic cancer, such as digital advertising, email sign-up, and maximising 
YouTube, working with the MarComms team. 

• Project manage our information point pilot, working with the Services team and 
hospitals to deliver and review the pilot, set up new information points, and supervise 
volunteers to efficiently and effectively deliver the service. 

• Support the Senior Information Manager in managing and analysing information 
distribution data, monitoring KPIs, and using data to inform how we improve 
promotion and target areas we are not reaching.  

 
Volunteer supervision and support: 
 

• You will be supervising, recruiting, training and supporting our Information Point 
Volunteers to ensure they help us deliver an effective information point service, and 
feel valued and involved in the work of Pancreatic Cancer UK. 

• Manage our network of lay reviewers, building good working relationships with 
reviewers, ensuring effective communication, identifying and implementing ways to 
recruit new reviewers, and managing our lay reviewer processes.  

• Responsible for developing and growing the Real-Life Stories section of our website, 
recruiting people affected by pancreatic cancer to share their stories, developing our 
processes, and managing relationships with contributors. 

• Ensure people involved in our work feel engaged and valued, demonstrating the 
impact of their involvement and celebrating their contributions to the charity. Promote 
involvement and best practice across the charity, and support other teams to involve 
people affected by pancreatic cancer. 

• Member of the Local Volunteering Working Group, working closely with the Volunteer 
Lead, ensuring the needs of the Information Team are met in the development of a 
local volunteering model for the charity. 

• Maintain records of all volunteers in compliance with our policies, collect data and 
monitor volunteer involvement in information production and distribution. 
 

General / team working  

• Contribute to the development of the information and support services provided by 
the Charity through involvement in consultations, team meetings, training and away 
days, ensuring that services develop in line with national trends and policies, and 
user needs.  

• Ensure all information reviews and contact with reviewers are accurately recorded on 
our database.  

• Maintain confidentiality of information shared by users. Comply with data protection 
legislation and our internal policy and procedures, liaising with our Senior Information 
Risk Officer (SIRO) as appropriate.  



• Develop good relationships with internal stakeholders and staff, including our 
Trustees, Chief Executive, and our Communications, Research, Policy and 
Campaigns and Fundraising teams.  

• Support diversity and equality of opportunity in the workplace.  

• A willingness to work occasional evenings and weekends.  

• Pancreatic Cancer UK is a member of the Association of Medical Research Charities 
(AMRC) and this post is required to support the AMRC position on use of animals in 
research as set out in their statement.  

 
About you 
 

• You will have significant experience in producing similar health information resources  

• You will have experience of ensuring information meets the needs to its audience. 

• You will have excellent writing, editing and proofing skills, and be able to translate 
complex scientific information into easy to understand and accessible information.  

• You will have excellent communication skills and project management skills.  

• You will have a strong understanding of best practice in producing health information. 
 
This role profile is not exhaustive and is subject to review in conjunction with the post 
holder and according to future changes/developments in the service. 



Person Specification  
Patient Information Officer  

 
 

Criteria Essential (E) 
Desirable (D) 

Application (A) 
Interview (I) 
Test (T) 

Qualifications   

Relevant degree or equivalent qualification D A 

   

Knowledge and understanding   

An understanding of the importance of high-quality patient 
information in improving the patient experience.  

E  A, I  

An understanding of best practice in producing health 
information.  

E  A, I  

An understanding of the NHS, primary care, cancer services 
and clinical trials.  

D  A, I  

Awareness of relevant legislation and procedures 
associated with data protection.  

D  A  

   

Experience   

Significant direct experience of producing health or social 
care information for patients, service users and families, 
following best practice. 

E A 

Experience of producing information across a range of 
formats, such as print, digital, video and accessible formats 

E A, I, 

Experience of working to ensure information meets the 
needs of a wide range of audiences, including those with 
poor health literacy 

E A,I 

   

Skills and competencies   

Excellent writing, editing and proofing skills with a high level 
of attention to detail.  

E A, I, T 

Able to write clear, easy to understand health information for 
a variety of audiences, ensuring information is accessible.  

E A, I, T 

Able to conduct literature searches of medical research, and 
evaluate and interpret clinical information and research 
evidence to inform patient information. 

E A, I, T 

Excellent project management and time management skills, 
with the ability to plan a busy workload and deliver projects 
to deadline. 

E A, I 

Excellent communications skills, including the ability to 
establish good working relationships with a wide range of 
audiences, including people affected by pancreatic cancer, 
health professionals, volunteers, clinical trials researchers, 
members of the public and colleagues. 

E A, I 

   

Personal qualities   

Commitment to our vision, mission and values: Determined, 

Compassionate, Pioneering, With Integrity, and to learning 

and development  

E A 



Able to empathise with people with pancreatic cancer and 
their families. 

E A, I 

   

Other requirements   

Right to work in the UK at the time of application E A, I 

 
A criminal record check is not currently required for this role. 
 



 

Main terms of employment 
 
Reporting to: Senior Information Manager 
 
Salary:  £32,000 - £35,000 per annum (Dependent on experience) 
 
Location:  Flexible working is available for this role. This role can be home-

based / office-based / a mix of home and office working. 
 
Hours:  Full-time, 35 hours per week, Monday to Friday, 9am to 5pm 
 
Tenure: Permanent 
 
Holidays:  25 days per year, plus bank holidays. The holiday year runs from 1 

April to 31 March. 
 
Pension:   Eligible employees will be automatically enrolled into our Royal 

London pension scheme on their start date. PCUK will contribute 4% 
of gross salary; employees are required to contribute 3% of gross 
salary rising. Employees can opt out of the scheme at any time. 

 
Benefits: We offer travel loans for the purchase of an annual season ticket, 

death in service benefit and paid compassionate leave. We also  
operate a Cycle to Work Scheme. All employees have access to our  
employee assistance programme offering a free, confidential helpline  
on work and personal matters. 
 

 
How to apply 
 

1) Please submit Section 1 and Section 2 of the application form to 
jobs@pancreaticcancer.org.uk  
 

2) The closing date for submitting applications is Monday, 12th April 9 am. This role may 
close earlier if we receive a high number of suitable applications, please apply early. 

 

3) Interviews will take place remotely via a Zoom video call on 21st / 22nd April 2021 
2021.  
 

4) If you are invited to interview, you will be asked to provide a scan / clear photo of 
your right to work before the interview to prove your right to work in the UK. If you are 
successful for the role, the HR department will organise a zoom video call to verify 
your right to work documents which follows the interim Home Office procedures for 
conducting a right to work check. 

 
March 2021 

mailto:jobs@pancreaticcancer.org.uk

