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Communications & Engagement Manager
Accountable to: 	Head of Fundraising & Communications
Location:		Cardiff (with some flexible home working). 
NB: hybrid working is available, but importantly you may occasionally need to provide urgent information outside office hours. Additional hours can be balanced through the use of TOIL. 
Occasional travel throughout Wales when required.
Hours:			35 hours per week (full time).
Salary Band:		P4
Salary:			£33,502 per annum

Role Overview:
The Communications and Engagement Manager, will be integral to the development and delivery of an integrated, coordinated communications plan that will grow brand awareness of St John Ambulance Cymru (SJAC). Working alongside the Digital & Marketing Manager, the role will be responsible for creating content and messaging that engages and mobilises our people, clients, stakeholder and supporter. The role will also take the lead on our internal communications, ensuring consistency of messaging and the safeguarding of our brand.  

Key duties and responsibilities:

· Developing and implementing a co-ordinated PR and communication plan for SJAC 
· Acting as the key organisational contact for national and regional media, developing positive media coverage for SJAC’s activities and campaigns  
· Implementing media relations programmes by: 
· Developing plans in relation to particular high profile, good news stories and also contentious and/or challenging issues 
· Drafting press releases, statements and features 
· Liaising with journalists to promote feature and news ideas 
· Liaising with journalists to set up pictures 
· Managing the handling of adverse publicity, preparing crisis plans and briefings, taking enquiries from the media, drafting statements and advising departments of breaches of policies 

· Being responsible for content gathering, editing and proof reading of the organisation’s key publications including the Annual Review and Impact Report 
· Overseeing the PR protocol and co-ordinating the implementation of the charity’s media policy and procedures 
· Developing monthly monitoring and coverage reports with KPIs, measuring outcomes to demonstrate the impact of communication activity 
· Alongside the Digital & Marketing Manager developing, executing, and evaluating high profile national campaigns aligned to the strategic objectives of SJAC 
· Alongside the Digital & Marketing Manager, setting, monitoring and forecasting an accurate communication and marketing budget  
· Ensuring that the brand and tone of voice is managed consistently and creatively across internal and external audiences  
· Growing our database of case studies and brand ambassadors 
· Working cross organisationally to proactively develop new partnerships and influencers, growing the profile of our campaigns and cause, including liaising with celebrities and ambassadors 
· Providing expert media advice and training to staff at all levels, helping them to deliver organisational messages; including support SJAC spokespeople with media work, ensuring anyone speaking on behalf of the organisation receives full and timely briefings 
· Alongside the senior leadership team, developing and implementing an internal communication plan, including managing the weekly newsletter to volunteers and monthly newsletter to all staff 
· Working with the Digital & Marketing Manager to ensure that digital marketing, print and internal communications functions are aligned 
· Responding to media enquiries out-of-hours when necessary and working flexibly, including working during weekends and evenings as reasonably required, meeting the particular demands arising from the organisation. 
· Selecting and implementing appropriate methods for evaluating communications activities, analysing the results to inform future strategy.  
· This job description is intended as an outline indicator of general areas of activity and will be amended in light of the changing needs of St John Ambulance Cymru. It is expected that the post holder will be as positive and flexible as possible in this regard.

General Duties:

· Liaising with other departments within SJAC to help identify cross-working opportunities where relevant and elevate the brand 
· Adhering to all SJAC standards, policies, and procedures 
· Complying with the data protection regulations, ensuring that information remains confidential 
· Working in a manner that facilitates inclusion, particularly those who are deemed vulnerable 
· Taking an active role in the overall planning and team meetings and contributing to the continued development of the communication and engagement programme 
· Keeping abreast of marketing and communications developments in general and in the charity sector in particular, especially through the use of peer networks, trade bodies and press.  
· Contributing to annual business planning 
· Representing SJAC in local and national media as required  
· Speaking on behalf of SJAC as events as required 
· Undertaking any other reasonable duties as requested by your line manager 

People Management:

· Acting as a role model in demonstrating a business focussed, performance orientated approach, contributing to a culture of continuous improvement. 
· Contributing to the development of the communications & media service, promoting best practice, supporting innovation and modernisation. 
· Coaching managers, staff and volunteers on communication & digital media issues.  
· Be aware of all SJAC support and well-being services and to actively promote to staff and volunteers, particularly when involved in employee and volunteer relations matters. 

Staff development, training and education:

· The post holder will be required to undertake mandatory training and is responsible for keeping this training up to date. 
· The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan, in agreement with their manager or immediate supervisor. The development plan will be reviewed each year. 
· SJAC will provide assistance and agreed development to enable the post holder to achieve their objectives and standards in line with the development plan.  
· If the post holder feels he/she is not achieving their objective as agreed in the development plan they will bring it to the attention of their supervisor or manager at the earliest opportunity



Health and Safety

· Work in accordance with Health and Safety regulations always. 
· Report any incidents of breaches of Health and Safety and report any dangerous acts or omissions that are seen in the course of duty that compromise the Health and Safety of staff, volunteers, or service users in accordance with SJAC’s Health and Safety policy. 

Person specification
This is a specification of the experience, skills, etc. that are required to effectively carry out the duties and responsibilities of the post (as outlined above) and forms the basis for selection.

	Requirements
	Essential
	Desirable
	Assessment Method

	Qualifications
	
	
	

	Educated to degree level
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	Application form

	Relevant professional qualification (e.g. CIPR or CIM)
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	Experience

	Experience of devising and implementing PR and communication plans 
	  [image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
	 
	Application form/interview 

	Extensive experience of copywriting across print and online 
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	Application form/interview 

	Experience of proactively working with the national media and managing PR opportunities 
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	Application form/interview 

	Experience of connecting, communicating and collaborating with a diverse audience 
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	Application form/interview 

	Experience of utilising different communications channels 
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	Application form/interview 

	Experience of growing organisational reach and brand 
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	Application form/interview 

	Experience in crisis communications management 
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	Application form/interview 

	Experience of ambassador/celebrity management 
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	Skills, Abilities & Knowledge

	Excellent written and verbal communication skills 
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	Excellent copywriting, presenting and influencing skills  
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	Application form/interview 

	Proactive with a high level of initiative and enthusiasm, encouraging others to do the same 
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	Application form/interview 

	Able to prioritise high volume workloads and multiple deadlines 
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	Application form/interview 

	Strong organisational skills 
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	Application form/interview 

	IT literate and competent in the use of all relevant IT packages and media tools 
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	Application form/interview 

	Demonstrable people skills with the ability to maintain and develop a network of contacts for the benefit of SJAC 
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	Application form/interview 

	The ability to work autonomously but be a great team player at the same time 
	[image: C:\Users\justine.thorner\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Tick 2-21.png]
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	Used to working to tight deadlines and to agreed targets 
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	Application form/interview 

	Knowledge and understanding of the charity sector 
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	Personal Qualities

	Creative and innovative thinker 
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	Application form/interview 

	Ability to quickly build rapport with others 
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	Ability to conduct and present self in a highly professional manner at all times 
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	Comfortable working with all levels of management inside and outside the organisation 
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	Can communicate in a persuasive manner and demonstrate strong interpersonal skills 
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	Self-motivated and a positive attitude 
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	Resilient and adaptable, able to work well under pressure and thrive on being given challenges and responsibility 
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	Application form/interview 

	Able to demonstrate commitment to St John Ambulance Cymru values and behaviours 
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	Willingness to continually update skills and knowledge 
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	Application form/interview 

	Special Requirements

	Flexible to work outside normal working hours
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This job description is intended as an outline indicator of general areas of activity and will be amended in light of the changing needs of St John Ambulance Cymru. It is expected that the post holder will be as positive and flexible as possible in this regard.
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