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Communications Manager 
Job Description


[bookmark: _Hlk80188408]Join us at Thomas Pocklington Trust
Thomas Pocklington Trust is a national charity dedicated to achieving an inclusive and equitable society for blind and partially sighted people.
Our purpose is to support blind and partially sighted (BPS) people to bring about equity and inclusion in society and in their own lives.
Our values define everything we do:
Making a difference: The lives of blind and partially sighted people are better because of what we do.
Working in partnership: We work collaboratively together and with all our partners and stakeholders.
Respect: We treat people the way we would like to be treated.
Quality: We set clear goals and high standards and work efficiently and effectively to achieve them.
Participation: We place the participation of blind and partially sighted people at the heart of everything we do.
Thomas Pocklington Trust aims to be a fulfilling and enjoyable place to work; we know this enthusiasm plays a key role in delivering high quality services for blind and partially sighted people, we also recognise the crucial role each and every one of us plays in helping to achieve our goals.



Role: Communications Manager 
Department: Communications Department, Partnerships Directorate 
Reporting to: Head of Communications 
Direct reports: 1 x Communications Officer
Location: Central London 3 days per week and home based 2 days per week
Salary: Competitive
Contract type: Permanent
Job purpose:  
To work with the Head of Communications and other Heads of Department and their teams to lead corporate communications for Thomas Pocklington Trust (TPT). To develop and execute an internal and external communications approach that supports TPT’s overall communications proposition. The Communications Manager will play a pivotal role in increasing the impact of TPT’s work across its core strategic objectives. 
The Communications Manager leads all external relations for education, employment and internship services, as well as supporting stakeholder relationships with key partnerships we have across the third sector and also with companies and other organisations. The role also provides internal and external communications support to the key corporate functions including HR and other resources, volunteering, research and grant giving. 
The role supports the Head of Communications and provides deputisation on crisis and issues management, messaging and media training, brand guardianship, horizon scanning, executive positioning and strategic counsel.
Key areas of responsibility:
1. [bookmark: _Hlk150326248]To work with the Head of Communications to develop and implement an effective corporate communications strategy and accompanying business plans to significantly grow awareness in order for TPT to increase its reach and impact.
2. Working with TPT’s brand purpose, to devise and implement communications plans across all channels at national, regional and local levels both driving and supporting our services and our advocacy reach – at all times, working in tandem with the Communications Manager for Advocacy and Sight Loss Councils (SLCs) to ensure alignment of both internal and external communications plans.
3. To lead the Corporate Communications function, and contribute to the leadership of the overall Communications team, to ensure that agreed marketing and communications objectives and plans are achieved.
4. As a member of the Communications team serving the whole organisation, work closely and collaboratively across all directorates to maximise positive exposure in the media (traditional, digital and social).
5. Collaborate and work with counterparts across the Visual Impairment Charity Sector Partnership (VICSP) to better coordinate communications and to have greater impact.
6. Financial responsibility to manage budgets as allocated by the Head of Communications. That includes close supervision and quality control of key suppliers to the Communications team.
7. Manage, supervise and coach the Communications Officer directly and other members of the team indirectly. 
8. Supervise, quality control and ensure proper delivery of work outsourced to suppliers and freelancers, including key relationships with website domain hosts and monitoring services.
9. To coordinate and influence internal communications working closely with Head of People and Directors.
10. Deputise for the Head of Communications as required and represent TPT to external audiences.
Key Accountabilities 
1. To lead the development and evaluation of corporate communications plans under the core corporate strategy – ‘Key Life Chances’ – taking direction from the Head of Communications. To provide regular reports on progress and activity as required.
2. To deliver key communications for education, employment and internship services, partnerships and strategic projects including grants, working in conjunction with internal and external stakeholders.
3. To develop, proactively, innovative and creative media relations activities and to deliver proactive and reactive planned communications on allocated projects, to manage project budgets, managing multiple projects as required.
4. To manage corporate collaterals both traditional and digital (website, social media, video content and podcasts) as well as monitoring and evaluation services such as Vuelio, Metricool and other analytics.
5. To lead and support colleagues to manage relationships with new and existing stakeholders and partners, maximising positive outcomes for both parties. To plan and deliver events aimed at attracting new corporate partners as well as recognising the contributions of our existing partners and supporting growth of corporate partnership work.
6. To produce formal and informal internal reporting on corporate communications activities.
7. To manage TPT’s reputation positively in sensitive situations, including reputation management regarding corporate supporters, conducting risk assessments and making judgements about who we engage with our work and ensuring that our high-profile supporters represent and adhere to TPT’s values.
8. To co-ordinate media activities and resulting coverage ensuring consistency of messaging and clear call to action through creative communication activity, media coverage and social media activity and coaching and supporting spokespeople.
9. To develop appropriate monitoring systems including Salesforce to ensure that all activities operate in line with the agreed project plans and budgets.
10. To undertake any other tasks commensurate with the role under the direction of the Head of Communications.

Special Requirements
· The post will involve lone working and some working out of normal office hours including weekends around key events.
· A willingness to work in an environment with guide dogs is essential.
· The post will also involve some travel.

General

It is a requirement of all staff that they:

· Work in support of the values of Thomas Pocklington Trust. These promote respect of service users, recognising their skills and entitlement to choice, dignity and independence.
· Positively work in support of the principles outlined in the Equality & Diversity Policy. 
· Assist in maintaining a safe working environment by attending training in basic and specialist health and safety requirements as necessary, both on appointment and as changes in duties and techniques demand and to follow the requirements of the Health and Safety at Work Policy and any local codes of safe working practices.
· Comply with the requirements of the Charity’s HR policies and procedures. 


Person specification
	Criteria
	Standard
	Essential / Desirable

	Work Experience

	3 years demonstrable experience working within a successful communications team at a similar level.
	Essential

	
	Experience of developing and implementing a corporate communications strategy, including monitoring and reporting.
	Essential

	
	Experience of working as a member of a management team. 
	Essential

	
	Experience of managing budgets.
	Desirable

	
	Experience of working in partnership with other organisations.
	Essential 

	
	Experience of being creative, generating ideas and stimulating creative thinking in others.
	Desirable

	
	Experience of working with national and regional media on high profile public relations campaigns including policy and campaigning issues and consumer activities as well as general public awareness and engagement campaigns.
	Essential

	
	Experience of sourcing, building relationships with and working with case studies in the media.
	Desirable

	
	Experience of managing people.
	Essential

	Knowledge, qualifications & skills
	Possess an understanding of the needs of blind and partially sighted people.
	Desirable

	
	An ability to inspire and influence.
	Essential

	
	Ability to build and manage internal and external partnerships and relationships. 

	Essential

	
	Excellent people skills.
	Essential

	
	Excellent oral and written communication skills.
	Essential 

	
	An ability to adapt communication style to specific audiences.
	Essential

	
	Excellent organisational skills with the ability to manage own workload, work independently and achieve results without close supervision.
	Essential

	Attributes
	Ability to remain calm and in control when under pressure ensuring deadlines are met.
	Essential

	
	Ability to display resilience and take a rational approach.
	Essential

	
	A commitment to work in accordance with the principles of equality and diversity.
	Essential

	
	A flexible approach and willingness to learn and develop.
	Essential

	Other
	Lived experience of sight loss.
	Desirable
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