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	Role
	Communications Manager/Senior Communications Manager/Head of Communications [delete as appropriate]

	Standardised Job Description code
	GENCOM-06
	Grade
	9

	Role Purpose

	Drives strategic leadership of communications for a division, a large or complex department, research unit or University-wide strategic initiative, or a University-wide communications job family.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Holds a significant degree of independent responsibility and accountability, representing the Division/large department and/or central comms function as a subject-matter specialist to senior colleagues and strategic partners, inside and outside of the University

	· Plays a significant role in strategic planning, to determine priorities for a department or functional area

	· Contributes to collaborative decisions which affect a department, division and/or the wider University

	· Typically has management responsibility for managing resources, setting goals and the performance/development of a team

	· Regularly called upon to provide strategic guidance to colleagues and to influence senior managers, for example in leading overall service delivery and contributing subject-matter expertise to University-wide policy

	· Leads on complex and sensitive matters, including reputation management, drawing on different perspectives to deliver optimal solutions to challenges with diplomacy

	· Plays a lead role in committees or networks, providing expert guidance and advice and facilitating strategic connections that enhance efficiency and collaboration


	CORE RESPONSIBILITIES [high-level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Provide strategic leadership and functional expertise on the relevant area(s) of communications, across all relevant channels [for a division/large department or a University-wide communications job family, e.g. University Communications/Research & Innovation Communications/Campaign & Digital Communications/Internal Communications/Brand & Design/Events] and oversee effective monitoring/evaluation of that activity and reporting to relevant stakeholders.

	· Lead on the strategic planning, development and implementation of the communications strategy for the [department/division/team or functional area], considering priorities, diverse audience needs, channels, timescales and resources.  Present to key stakeholders on the communications strategy, to secure buy-in as required and to update on high-level outcomes.

	· Provide functional expertise in the relevant area(s) of communications, advising senior leaders and key stakeholders.

	· Lead, mentor and manage members of the communications team in the [department/division/team], managing development, establishing goals, and setting priorities and direction in alignment with strategy.

	· Lead and deliver timely communications activity and content that aligns with the communications strategy, the University’s broader strategic priorities and best practice standards, in close consultation with senior staff and key stakeholders (including departmental, divisional and central service communications teams).

	· Proactively identify and engage with key audiences and stakeholders, both internally and externally, to support relevant, timely and targeted communications, in line with strategic priorities. Build effective, strong relationships with senior stakeholders, as a trusted, professional communications advisor.

	· [bookmark: _GoBack]Lead on reputation management within the [department/division/team or functional area] in liaison with divisional communications leads and the University’s Public Affairs Directorate, taking responsibility for identifying, planning and coordinating strategic opportunities, managing and advising on communications risks, and overseeing high-profile communications.

	· Manage the budget for communications activity strategically, within the context of the [department/division/team]’s overall priorities.

	· Build strong professional relationships with key communications stakeholders across the collegiate University, including divisional communications leads and the University’s Public Affairs Directorate, and externally, including with strategic partners and third-party suppliers, to support a joined-up approach, identify areas of mutual interest and opportunities for resource sharing, and to promote the positive reputation of the University

	· Take responsibility for brand management across [department/division/team], ensuring that all communications adhere to the University and any associated brand guidelines and encouraging colleagues to do the same.

	· Play a lead role in departmental, divisional and/or University-wide committees and/or professional networks, representing strategic interests. Participate in/chair working/discussion groups as appropriate, to contribute subject-matter expertise and facilitate effective communication.

	· Be an active member of the University’s Communications Community of Practice and/or other relevant networks/groups, to share information, promote best practice and ensure a coordinated approach to cross-University communications, and encourage communications colleagues to do the same.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Significant experience of working at a senior level in a strategic communications role 
· Excellent interpersonal skills, including diplomacy, confidentiality and the ability to inspire the confidence of senior members of the University
· Demonstrated, up-to-date knowledge and expertise in the relevant area(s) of communications
· Proven experience of identifying risks and responding to urgent and reputationally sensitive activities and incidents and managing situations sensitively and effectively and leading on related communications. 
· Resilient, calm and effective under pressure, with the ability to juggle priorities and meet tight deadlines.
· Demonstrated experience in leading strategic planning, development and delivery of communication strategies for diverse audiences across multiple channels with measurable outcomes
· Demonstrated experience of assimilating complex information and ideas quickly, identifying the pertinent points and making them accessible for a wider audience
· Proven ability to lead, mentor and manage a communications team and/or network, setting clear goals, aligning priorities with University strategies and fostering a culture of collaboration and professional development
· Strong track record of proactively identifying, engaging and influencing key stakeholders at all levels
· Ability to work collaboratively within cross-functional teams, committees or networks and contribute to a joined-up approach 
· Experience of representing strategic interests on committees or working groups and contributing expertise
· Proven experience of managing budgets and resources effectively
· Demonstrated commitment to understanding and leveraging the role of AI and digital developments in communications today.
· Demonstrated commitment to ensuring effective and inclusive communications with diverse audiences in alignment with the University's equality objectives


	Desirable

	· Familiarity with the communications landscape in higher education and/or a large complex organisation
· Professional qualification in communications, PR or marketing, or an equivalent level of professional experience in communications



	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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Step 1 Review the standardised job descrif
Step 2 Consider what core responsbilities and selection criteria need amending, bearing inmind they should stil
reflect the grade descriptors (to be verified by local HR)

Step 3 Once the review is completed, please copy the final lst of responsibilities and selection criteria to the
University job description template





