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The Forward Trust Job Description
	Position Title
	Head of Communications (Job share, part time, 2-3 consecutive days)
	Reports to
	Executive Director of Development

	Line Manages
	Line management responsibilities of team members to be discussed and agreed with counterpart. 
	Directorate
	Development



	Introducing Forward Trust



We are a social justice charity that supports people to recover from addiction or leave behind crime, helping them move on in life with family, friends, jobs, homes, and a sense of belonging.
We deliver Substance Misuse and Mental Health, Criminal Justice, and Employment services in over 80 prison and community settings across England and Wales, augmented by our unique range of Recovery & Belonging services, together reaching over 40,000 people every year.

We also campaign to change public attitudes and policy, so that more people feel able to ask for help in a society that believes in the power of second chances and long-term recovery.


	Role/team overview



The role
Reporting to the Executive Director of Development, the Head of Communications is responsible for leading the organisation’s strategic communications function, ensuring that the organisation is positioned effectively with external stakeholders, partners, supporters and the wider public. The role will be undertaken as part of a job-share arrangement with the existing postholder, who previously held the position on a full-time basis.
The postholder will, along with their counterpart, lead the delivery of an ambitious communications strategy and workplan, overseeing organisational positioning and brand management, media relations, service marketing, and the development and production of high-quality content and communications materials. The role will support the continued growth of engagement with, and recognition of, The Forward Trust’s services, strategic priorities and mission-led campaigns.
They will also ensure the delivery of clear, consistent and high-quality internal and corporate communications, helping to keep staff and volunteers informed, engaged and connected to organisational priorities. They will maintain and develop further networks of supporters, ambassadors and stakeholders who contribute to the organisation’s profile, fundraising objectives and ability to influence policy and public debate.
In addition, this post will provide effective leadership and management to the Communications Team and external suppliers, driving awareness of and support for The Forward Trust and its work, while contributing to the achievement of organisational and departmental objectives.

About the team
This is an exciting time to join the dynamic and creative communications department, which has responsibility for the marketing and promotion of our services, alongside ambitious new campaigning and fundraising initiatives, such as Taking Action on Addiction and More Than My Past. The Communications Team overall remit includes: 
· Social media 
· Brand and creative services 
· Marketing and promotion 
· Internal communications and employee engagement
· PR and media relations 
· Campaigning, parliamentary and public affairs 
· Working with colleagues to support digital transformation (delivery of digital services in new ways to staff, service users and stakeholders).
The right candidate will be an experienced communications professional with a strong strategic mindset and a proven ability to deliver against objectives. They will have significant experience in developing and managing communications strategies and leading teams, alongside a deep knowledge of a wide range of communications tactics and tools.
As this role will operate as a job share, the successful candidate will also demonstrate a collaborative and flexible approach, with the ability to work in close partnership with another postholder to ensure continuity, consistency and effective delivery. Strong communication, mutual trust and the ability to work harmoniously within a job share arrangement will therefore be essential.
They will be an experienced manager who is able to both line manage individuals and oversee the wider work of a team, as well as being a committed team player, a confident and diplomatic communicator, and an accomplished communications professional.

	Accountabilities



Key responsibilities 
· To develop and deliver, in partnership with the other post holder, the organisation’s communications and marketing plan, developing the external positioning, profile and brand of the organisation and its sub brands;
· To develop, jointly with the other post holder, the organisation’s storytelling ability to connect our work with all key stakeholders and audiences, leading the delivery of campaigns to effect change;
· To provide, in collaboration with the other post holder, professional, timely and well-planned support and advice to the Executive Director for Development (and where necessary other colleagues) in relation to communications activity;
· To jointly recruit and manage staff and external suppliers as appropriate, ensuring that the CEO, executive team, spokespeople and clients are fully supported in media appearances;
· Working alongside the other post holder, CEO and Executive Director for Development, to plan and execute general and targeted campaigns – in the first instance including the Taking Action on Addiction 
· To jointly ensure that communications are developed and designed to maximise opportunities for proactive fundraising and other sources of income generation;
· To act jointly as brand guardian with the other post holder, ensuring effective positioning and reputation management;
· To maintain strong communication, collaborative working practices and effective handovers with the other post holder to ensure continuity, consistency and high-quality delivery across all aspects of the role.
Specific Requirements
· To jointly oversee, with the other post holder, all communications and marketing activity, including content creation, brand management, website design and development, social media management, marketing plans, online and offline promotional materials, event management and media opportunities;
· To work in close collaboration with the other post holder to coordinate priorities, manage workflows and ensure seamless delivery of objectives and team leadership;
· To work with colleagues, alongside the other post holder, to achieve effective performance management, including regular performance reporting and quarterly reviews;
· To identify, jointly with the other post holder, new areas of communications and marketing opportunities to strengthen mission;
· To ensure, together with the other post holder, that all communications activity is analysed to measure effectiveness and optimise return on investment, delivering against KPIs;
· To jointly undertake line management responsibilities and departmental leadership with the other post holder;
· To uphold the organisation’s commitment to Equality, Diversity and Inclusion by actively demonstrating these in all areas of work and interactions with others;
· To uphold, jointly with the other post holder, the organisation’s commitment to the safety of staff, volunteers and clients through the promotion of Health & Safety at Work;
· To represent Forward, alongside the other post holder where appropriate, at meetings including strategic, advisory, planning and implementation meetings, including multi-agency forums and partnership team meetings;
· To attend meetings on behalf of the Executive Director, in coordination with the other post holder, as and when required;
· To contribute jointly with the other post holder to the provision of timely and accurate reports for the Executive Team, Trustees and the Fundraising and Communications Sub Committee.

Knowledge 
· Up-to-date knowledge of communications best practice 
· Experienced in building strong relationships with stakeholders both internally and with external partners
· Have strong analytical skills and able to interpret complex issues as well the ability to motivate, encourage and support the business
· Promote and ensure departmental compliance with all relevant legal, regulatory, and ethical responsibilities.
· Ensure you are up to date with Forward’s work and services, as well as issues relating to the third sector, criminal justice, employment and substance misuse sectors. 
· Keep up to date with the latest best practice and techniques in communications and look for ways to incorporate new approaches and best practice into the work of the team

Process, policy and administration 
· Alongside the other post holder and the Executive Director of Development, oversee the communications team budget, ensuring that all financial policies and procedures are followed and that accurate and timely records are kept. 
· Work with external suppliers where appropriate, following policies and best practice on selection, commissioning, payment and reporting. 
· To develop and maintain effective systems to support the efficient and accurate functioning of the communications team, alongside the other post holder. 
· Respond to requests in a timely and appropriate manner – managing expectations around priorities where needed and updating relevant stakeholders on progress.
· To carry out all tasks with professionalism and in accordance with Forward’s policies and values particularly those on Equal Opportunity and Confidentiality. 
· Alert the Executive Director of Development and other post holder to any significant risks or problems if they arise. 
· Effectively manage information, particularly confidential information and personal data, within statutory duties and in accordance with best practice. 
· Work in highest regard to health, safety and security in the workplace highlighting any risks (potential or actual) to the Executive Director  and (where appropriate) the Head of Governance, in accordance with Forward’s risk management protocols.  

Quality and safety 
· To ensure quality standards are maintained in the delivery of the service. 
· Abide by Forward’s policies and procedures and encourage others to do the same. 
· Work with the highest regard to health, safety and security in the workplace. 
· In partnership with the other post-holder, ensure the department effectively and efficiently collect, record and collate information, including statistical data, for audit, research and reporting purposes. 
· Effectively manage information, particularly confidential information, within statutory duties and in accordance with best practice. Promote and ensure departmental compliance with all relevant legal, regulatory, and ethical responsibilities. 
Other 
· Take on other reasonable tasks and responsibilities as deemed appropriate by Line Manager 
· The individual will need to be flexible as there will be occasional evening and weekend working.

	Role criteria 


	Criteria Requirement

	E
	Essential Criteria

	D
	Desirable Criteria

	Criteria Measure

	A
	Application

	 I
	Interview

	T
	Test


Below is a list of the criteria required to apply for this role; please address each of these points in your application. 


	Knowledge, skills and experience 

	At least two years’ experience of working at a senior level in communications, including direct previous experience of dealing with media, marketing and or with policy makers;
	E
	A/I

	Experience of dealing with issues relating to brand and marketing, including encouraging brand discipline in large organisations, and cementing the success of rebranding exercises;
	E

	A/I

	Significant track record of success in driving public awareness of an organisation and/or increasing engagement on digital channels, increased business performance and improved awareness of issues impacting our client group;
	E
	A/I

	Track record of driving improvements in influence and positioning in a similar organisation;
	E
	A/I

	Excellent media management experience
	E

	A/I

	An in-depth knowledge of a range of communications techniques and a proven ability to apply them in the most appropriate way to a wide variety of audiences – from policy makers to donors/general public and from employees to commissioners;
	E

	A/I

	Excellent knowledge of digital marketing strategies and proven success in improving engagement and impact with audiences;
	E

	A/I

	Strong knowledge of communications and public affairs issues and an understanding of how they apply to a service delivery organisation working in the voluntary sector;
	E

	A/I

	Excellent personal communication skills, including an ability to write for a wide variety of channels and audiences, and a personal style which commands respect;
	E

	A/I

	A creative but organised approach to work and an ability to work under pressure and to deadlines;
	E
	A/I

	A collaborative working style and the ability to communicate effectively with a variety of audiences, including commanding the respect of senior colleagues, officials, and politicians;
	E
	A/I

	Personal resilience and willingness to deal robustly but tactfully with opposition.
	E

	A/I

	Excellent budget management skills
	E

	A/I

	Experience of working in a job share at this level
	D
	A/I

	Experience and understanding of the drug and alcohol field;
	D

	A/I

	A good working knowledge of Word Press, Microsoft Office, design and database skills.
	D
	A/I

	Personal attributes
	E

	A/I

	Proactivity – Quick thinking with a high level use of initiative
	E
	A/I

	Positive approach – A positive, problem-solving approach with the initiative to focus on key issues quickly and clearly
	E
	A/I

	Resilience – Solves problems, takes learning on board from mistakes to aid personal and professional growth
	E

	A/I

	Adaptability – Can work in fast-paced changing environments 
	E
	A/I

	Confidence – Has confidence in own abilities and able to communicate clearly and concisely
	E

	A/I

	Team Work – Works in harmony with colleagues to deliver results 
	E

	A/I

	Open to Feedback – Open to constructive feedback in order to further develop
	E

	A/I

	Innovative – Continually searching for better ways of working 
	E
	A/I

	Qualification
	E

	A/I

	Degree Level qualification
	E
	A

	Communications qualification
	D
	A
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