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JOB DESCRIPTION

	Job Title:
	Communications Manager

	Date:
	June 2022

	Department:
	Development

	Line Manager:
	Strategic Manager for Development

	Grade/Pay Scale
	£32,000 per annum FTE

	Location:
	Remote with occasional travel to Wolverhampton as required for the role

	Status:
	Part time preferred, Full time considered for the right candidate
Permanent


Job Purpose

	This role is responsible for planning and delivering effective communications that reach, engage, and resonate with potential service users, supporters, stakeholders and media, using a range of channels. The role has a high level of autonomy and needs to work proactively to generate greater awareness of the work of The Haven Wolverhampton.
The post holder should be dedicated to transforming the lives of women and children affected by domestic abuse and homelessness.



Scope of Job – main tasks, duties and responsibilities

	Strategy, Planning, Monitoring and Development

· Work closely with the Strategic Manager for Development in reviewing and updating the communications strategy
· To develop annual operational communications objectives that link back to the wider communications strategy
· To monitor and evaluate the successes and areas for development within communications using KPIs, analytics software and other tools as agreed with the Strategic Manager for Development, using the findings to implement new plans to increase efficacy
· Proactively identifying opportunities to make our PR and comms more sophisticated, presenting new and emerging opportunities as they arise
· Have operational oversight regarding quality checks, ensuring all externally available materials are on brand and are high-quality
· Ensuring The Haven is exploiting opportunities to increase its profile by engaging with relevant conversations and planning an effective diary to coincide with national and international weeks of importance (e.g. international day for the elimination of violence against women)
Digital 

· To ensure effective engagement, development and growth of our social media platforms
· Oversee content updates to our website, as well as ongoing developments
· Utilise mailing platforms (currently Mailchimp and MailerLite) to deliver engaging newsletter content to our various audiences, tailoring the content appropriately to each demographic
Media

· Continue to steward relationships with existing media contacts and develop new relationships to benefit the organisations’ profile 
· Act as a spokesperson for The Haven Wolverhampton
· Write press releases
· Identify proactive media opportunities, including maximising the news agenda
· Respond to requests from the media in line with organisational strategy, policy and priorities
Personnel

· To effectively line manage the Architect of Stories, whose role is to ensure women and children’s voices are centred in our communications activities
· To maximise support from professional volunteers with expertise relevant to communications and PR (e.g. copywriting, design) to ensure maximum capacity and value for money
· To design and manage other volunteer opportunities as applicable to maximise output through comms (e.g. administrative or analytics support)
· To work collaboratively with colleagues to ensure comms is of the highest quality. This may include gathering stories and case studies, or developing a greater understanding of services which will impact our messaging
Compliance
· To ensure all communications is delivered in line with relevant legislation and regulation, including but not limited to, GDPR (including data retention), The Fundraising Regulator and Code of Fundraising Practices, Charity Law and The Charity Commission. As well as adhering to internal THW procedures and policies, and processes

Other
· Act as lead contact for our outsourced design work
· Draft copy for marketing materials as necessary
· To work directly with women and children for the purposes of leading steering/focus groups and gathering stories/case studies, including access to our accommodation sites
· Manage the production and development of our annual impact reports

· Work closely with service managers to identify opportunities for communications to play a more substantial role in reaching and supporting service users

· To work with the Strategic Manager for Development to develop an understanding of the Harlequin CRM database and how we might use it to further develop communications activity
· Ensure the brand guidelines are kept up to date at all times and utilised accurately by the team
· Produce, provide and update tools, templates and guides for the wider staff team to use, helping our aim of producing consistently high-quality and on-brand external material, irrespective of who has created it




General duties and responsibilities

	· To undertake such other duties, training and/or hours of work as maybe reasonably required, and which are consistent with the general level of responsibility of this job.

· To undertake any health and safety training and related activities such as First Aid, Fire Marshall, Duty Hold, Health & Safety representative etc. as required for the post and as required by The Haven Wolverhampton to ensure their Health & Safety Policy is implemented effectively.

· To ensure equality of opportunity both in service provision and employment, having regard to the needs of the diverse communities we serve.

· To act in accordance with the organisations standing orders, financial regulations and financial procedures.

· To supervise and support volunteers and placement as required

· To comply with legislation and The Haven’s policies including Confidentiality, Information Sharing, GDPR, Computer Security, Safeguarding CYP’s and ‘Adults at Risk’, and Human Rights.

· To undertake any other duties commensurate with the grading of the post subject to reasonable adjustment under the Equality Act.

· The duties of the post may change and develop from time to time in the light of new legislation, The Haven’s Policies, organisational development and social trends. Such development will be monitored in conjunction with the Chief Executive and will be reflected as necessary in the aims and objectives of the post.


Special Conditions (if applicable e.g. unsociable hours, extensive travel etc.)
	· Able to work unsociable hours on occasions if required to undertake Haven activities or external continued professional development activities.




…………………………………………………………………………………………………..
	Signed (Jobholder)
	

	Print Name
	
	Date:
	


PERSON SPECIFICATION

The Person specification provides a list of essential and desirable criteria which a candidate should possess to be able to perform the job.

	Job Title:
	Communications Manager
	Job Purpose:  This role is responsible for planning and delivering effective communications that reach, engage, and resonate with potential service users, supporters, stakeholders and media, using a range of channels. The role has a high level of autonomy and needs to work proactively to generate greater awareness of the work of The Haven Wolverhampton.
The post holder should be dedicated to transforming the lives of women and children affected by domestic abuse and homelessness.

	Date:
	June 2022
	· 


	FACTORS
	ESSENTIAL
	DESIRABLE

	Experience
	· Substantial experience in a professional communications role, ideally at a women’s sector or charity sector organisation
· Experience in managing digital media including social media channels, particularly Facebook, LinkedIn, Twitter, and Instagram
· Experience of devising and delivering successful operational communications plans linked to organisational strategy and goals 
· Experience acting as organisational media spokesperson
· Demonstrable experience and/or interest in taking a creative approach to media and communications

· Experience of mailing systems, ideally MailChimp and MailerLite

· Experience of line management or supervising staff/volunteers effectively

· Excellent Project Management Skills
· Experience of working within agreed budgets, developing cost-effective solutions and financial efficiencies.


	· Experience of using a Customer Relationship Management database, particularly Harlequin.

· Experience of content management systems, especially WordPress

· Experience of designing marketing materials either through professional software such as Adobe Suite or more basic software such as Canva

· Experience of utilising communications to support income generating activities



	Knowledge & Understanding
	· An understanding of the importance of brand identity and how to leverage that for the benefit of the organisations profile

· Demonstrate an understanding of and commitment to equity and anti-discrimination practices

· Demonstrable, strong understanding and application of GDPR and the ICO
· An understanding of the benefits of collaborative working for improved outcomes

· A strong understanding of the importance of organisational reputation and the various factors that can influence and impact reputation, with a demonstrable understanding of risk mitigation in this context


	· Understanding of Violence Against Women and Girls

	Skills & Abilities
	· Proven ability to influence others 

· Ability to devise, plan and implement new campaigns and initiatives

· Self-starter, motivated and driven to work to own initiative
· Ability to establish effective relationships with co-workers, other professionals and service users.

· Excellent copywriting skills across multiple platforms, able to adapt the approach and voice to cater for different audiences

· Ability to be adaptable to and responsive to shifting communications priorities
· Computer literacy, including the use of Microsoft Office Applications and other bespoke packages.

· Excellent time management skills with the ability to work under pressure and simultaneously manage multiple projects and meet strict deadlines.

· A demonstrable ability to use KPIs and other analytics to shape future comms activities

· Able to identify and articulate opportunities and risks and create operational plans to manage this


	· Ability to relate to a multi-cultural client group
· An understanding of the issues and effects of Domestic abuse and/or homelessness among women and children.

	Qualifications & Training
	· No specific qualifications are required for this post, but we do encourage applicants to demonstrate a commitment to their own CPD

	

	Personal Attributes
	· Demonstrate a genuine commitment to the aims of The Haven Wolverhampton 

· Open to new ideas and potential solutions to old problems and challenges

· Starts with "what's required" rather than "what exists" to find ways of improving existing situations and solutions

· Thinks outside the apparent limitations of a situation
· Thrives on non-hierarchical team working

· Welcomes positive challenges and debate with colleagues where this can improve comms outcomes
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