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The Forward Trust Job Description
	Position Title
	Communications Manager 
	Reports to
	Head of Communications

	Line Manages
	Communications Officer
	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 services in over 80 prison and community settings across England and Wales, helping over 40,000 people every year to achieve transformational change. 
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 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 role
We are looking for an ‘all round’ communications professional, willing to turn their hand to a range of tasks, both internal and external facing, working flexibly and dynamically, serving business needs as the charity further grows and diversifies. The communications team overall remit includes: 
· PR and media relations 
· Campaigning and public affairs 
· Social media 
· Brand and creative services 
· Marketing and promotion 
· Internal communications and employee engagement
· Working with colleagues to support digital transformation (delivery of digital services in new ways to staff, service users and stakeholders).
The right candidate will bring their knowledge and experience from related communications roles. You will be experienced in helping organisations explain and communicate their mission, visions and values to a wide range of audiences, as well as delivering creative brand solutions to support our operational delivery and marketing. You will be someone who is a committed team player, a confident and diplomatic communicator and an experienced manager of people and processes

	Accountabilities



Accountabilities 
Management and Creative Development
· Take a leading responsibility for the creation, delivery and evaluation of corporate communications plans to implement and continually develop the overarching corporate communications strategy. 
· Take a leading responsibility for the creation, delivery and evaluation of internal communications plans.
· Develop and oversee external communications campaigns that support organisational priorities, service awareness, fundraising and stakeholder engagement.
· Support the planning and delivery of corporate events, launches, stakeholder engagement activities and awareness campaigns.
· Deliver branding and communications to develop a consistent and compelling brand to a range of internal and external audiences. 
· Develop internal communications plans that enable Forward Trust staff to engage in our mission, vision and values.
· Promote branding and develop close working relationships with operational teams.
· Ensure all activities are monitored and evaluated to ensure strategy is continually improved based on insight and evidence.
· Manage and mentor the Communications Officer, helping our team to deliver and reach their potential
· Support the Head of Communications, picking up and owning tasks as needed 
Delivery 
· Delivery plans – create and deliver effective plans for corporate communications in accordance with the overarching strategy. 
· Oversee the creation and distribution of internal communications and marketing collateral, templates and content, liaising with the Digital Communications Manager and Head of Communications where content overlaps with their areas of work and/or external agencies when needed
· Work closely with the rest of the Communications team, notably the Digital Communications Manager, to align messaging and ensure consistency across all channels
· Liaise effectively with external consultants that support delivery (e.g. social media, design and PR)
· Content – ensure powerful, engaging and effective content, messages and materials (including film, photography, podcasts and copy) are developed, where needed. 
· Where needed, support with reactive PR and media engagement. 
· Lead communications support for organisational events, including planning, promotional activity, on-the-day communications and post-event evaluation.
· Support crisis and issues communications activity where required, ensuring timely, accurate and reputationally sensitive responses.

Management 
· Ensure Forward policies and best practice are followed in the line management of the Communications Officer – including objective setting, regular supervisions, reward and recognition, personal development plans and appraisals are all conducted – to ensure the development of a motivated, productive and high performing team. 
· Lead the Communications Officer to ensure all work is delivered to a high standard and quality is always excellent. 
· Ensure the Communications Officer has all the necessary policies and procedures to deliver the objectives of the team and comply with Forward and external regulators. 
· Contribute 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 best practice in internal communications, brand, stakeholder engagement and marketing
· 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 your work, ensuring that your team and wider department are updated. 
· Understanding of reputational management and the media landscape, including experience handling sensitive or complex communications issues.
· Experience of planning and delivering successful events, campaigns and stakeholder engagement activities.
Process, policy and administration 
· Oversee the management of the relevant aspects of 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. 
· 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 Head of Communications or Executive Director of Development 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 Head of Communications or Executive Director of Development 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. 
· 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 

	Experience of delivering corporate communications strategy and plans, and monitoring and evaluating their success.
	E

	A/I

	Extensive understanding of a variety of corporate communications, marketing tactics and practices.
	E

	A/I

	Extensive experience of a variety of internal communications tactics and practices
	E
	A/I

	Experience of SEO and mobile optimisation techniques with an extensive understanding of Google Analytics and wider tools
	D

	A/I

	Knowledge of different CMS, such as Wordpress, Drupal, Laravel or Umbraco.
	D

	A/I

	Experience of using the Adobe suite, with an understanding of using Photoshop, Premier Pro and In Design 
	E

	A/I

	Experience of using an email client, such as Mailchimp or Dotdigital 
	D
	A/I

	Experience of developing effective messages, content and materials for a variety of external audiences. 
	E

	A/I

	Excellent verbal and written communications skills and the ability to explain and summarise issues in an understandable and approachable manner, relevant to the audience. 
	E

	A/I

	Good knowledge and understanding of Microsoft office packages, particularly Word, PowerPoint and Excel.
	E

	A/I

	Excellent organisational and planning skills, and a positive and proactive attitude – with the ability to plan and prioritise own workload effectively. 
	E

	A/I

	Proven ability to build strong relationships with external stakeholders resulting in the successful promotion of your organisation, and able to represent Forward in a positive and professional manner. 
	E

	A/I

	Knowledge of communications and/or marketing best practice and regulation. 
	E

	A/I

	Ability to understand and analyse data and information. 
	E
	A/I

	Experience of conducting thorough research. 
	E
	A/I

	Experience of managing budgets successfully. 
	D
	A/I

	Experience of managing at least one other person and ensuring they deliver against objectives successfully.
	D
	A/I

	Knowledge of media database packages, such as Vuelio. 
	D
	A/I

	Knowledge of CRM databases such as Salesforce. 
	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
	D
	A

	Communications qualification
	D
	A
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