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JOB DESCRIPTION

Job Title:

Communications Manager  

Reporting to:
Head of Supporter Relations
Location:

Central Office (Vauxhall)

    Salary                      
£30,472 (pact scp 33)
Job Purpose:
To communicate and market pact to external audiences, with the key aims of maximising income and raising awareness of our work. 
KEY TASKS, DUTIES & RESPONSIBILITIES:

1. To develop and implement pact’s communications strategy, working closely with the Head of Supporter Relations.
2. To develop and manage the production and marketing of all pact’s external print publications, including freshSTART magazine, Parish Pack, annual review. 
3. To develop and manage pact’s on-line external communications including pact website and e-newsletter. 
4. To manage PR and friend/fund raising events promoting pact’s work, e.g. donor  cultivation events, Parliamentary briefings, project launch events, church services.
5. To develop pact’s media work working closely with the Head of Supporter Relations and Director.
6. To manage the gathering of case studies (including pool of potential speakers/media spokespeople) from people who have made use of pact services for use in promoting and marketing pact’s work to an external audience.
7. To develop pact’s web 2.0 strategy with the aim of attracting a new generation of donors and supporters. This includes use of the following media: YouTube, audio, video, Flickr, Wikipedia and Wikipedia pages, blogs, and social networking sites.
8.  To manage the house style guide and branding guidelines, ensuring a consistent brand identity across all pact’s written/on-line/display material, in line with the charity’s mission and values.
9. To respond to general communications enquiries as appropriate. 
10.  To manage the communications budget.
Internal Organisation:

11. Participation in regular supervision and annual appraisal, in order to develop future  objectives, set and monitor goals and objectives

12. Participating in meetings with other staff and trustees as required.

13. Contributing to the smooth running of the office and record-keeping systems.
14. When working within a prison environment have due regard for matters relating to prisons security and discipline.

15. Service Users: pact is committed to meeting the needs of its service users through consultation and the provision of quality services. All staff are expected to share this commitment and work positively towards this aim.

16. Health and Safety: Under the Health and Safety at work act, all employees are required to take care of their own health and safety and that of other employees and to co-operate with pact in complying with statutory duties.

17. All pact staff are expected to be fully committed to the active promotion of equal opportunities.

18. Strict adherence to the concept of confidentiality is required of all staff.

19. Undertake any other duties relevant to this post as are deemed necessary and commensurate with the nature of the post.
 PERSON SPECIFICATION

Post Title:
Communications Manager
	
	SELECTION CRITERIA:
	Essential
	Desirable

	EXPERIENCE
	Successful demonstrable track record of managing the production and marketing of print publications, preferably in the charity sector.
	· 
	

	
	Experience of developing and managing a charity sector website.
	(
	

	
	Experience of using a Content Management System and image editing software.
	(
	

	
	Ability to demonstrate an awareness of key issues of working in the penal reform or criminal justice fields or of providing services to prisoners’ families.
	
	

	
	Willingness to work in partnership with church/ faith communities including the Catholic church, and an understanding of how to communicate in a convincing and effective way to faith communities. 
	(
	

	
	Experience of organising events.
	· 
	

	
	Experience of media work, e.g. writing press releases
	(
	

	
	Knowledge and experience of web 2.0 and how it can further a charity’s aims.
	
	(

	SKILLS/AND ABILITY
	Excellent interpersonal and  communication skills. 
	· 
	

	
	Excellent writing skills
	· 
	

	
	Excellent copy-editing skills, particularly on-screen editing
	· 
	

	
	Excellent ICT skills and familiarity with standard MS Office suite

	· 
	

	
	Excellent fundraising database skills 
	(
	

	
	
	
	

	
	Outstanding attention to detail/proof reading skills.
	· 
	

	
	Familiarity with graphic design software, preferably Quark and Photoshop
	
	       (

	PERSONAL QUALITIES & ATTITUDES
	Commitment to the ethos of pact.
	
	

	
	Results orientated and deadline driven
	· 
	

	
	Flexibility & enthusiasm
	· 
	

	
	Ability to work effectively with staff and volunteers from a wide range of backgrounds and roles.
	· 
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Terms and Conditions

Post Title:
Communications Manager
Length of contract
Permanent
Pension:

6% of gross salary

Annual Leave: 

30 days annually 

Hours of work:

35 hours per week   

We do not pay overtime, but time off in lieu may be taken

This post is subject to a 6 month probationary period.
Appointment of this position is subject to an Enhanced CRB disclosure.     
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