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JOB DESCRIPTION

JOB DETAILS

	JOB TITLE:
	Communications Manager

	JOB REFERENCE NUMBER:
	246-A-16-24789

	GRADE:
	Band 7

	WARD/DEPT.
	Communications & Marketing

	DIRECTORATE/LOCALITY:
	Commercial Development

	ESSENTIAL QUALIFICATIONS:
	


ORGANISATIONAL ARRANGEMENTS
	ACCOUNTABLE TO:
	Head of Communications & Marketing (HoCM)


	REPORTS TO:
	Head of Communications & Marketing

Deputy Head of Communications & Marketing (DHoCM)



RESPONSIBLE FOR:
	Day to day management of Senior Communications and Communications Officers 
Supporting HoCM & DHoCM of Communications & Marketing Team 


ROLE SUMMARY

	The NSFT Communications Team has a broad remit in helping to sustain and develop the positive reputation - both internally and externally - of the Trust. This includes helping to develop a positive profile of the organisation through media, public relations, staff communications and engagement channels. 

The overall objective of the Communications Manager is to promote and protect the reputation of NSFT, with a strong focus on external audiences, but not excluding or precluding internal audiences. This is in order to help deliver the Trust’s vision to design and provide effective, flexible mental health services to people who need them.
They will support the Trust by providing strategic direction on external communications, public relations strategy and implementation, as well as supporting and informing internal communications.
This role requires the post holder to have a full communications and marketing skill mix with excellent written and personal presentation, events delivery, and expertise in public and staff engagement and project management skills. 

It will involve the writing and production of media responses, briefings, corporate publications, speeches, key messages and presentations; the creative direction on materials and campaigns; events management; sound knowledge and input into the development and maintenance of online communication tools.
Day to day duties will include:
· Acting as a manager within the Communications & Marketing Team

· Advising and directing NSFT staff at all levels, including senior management teams
· Liaising with key stakeholders, including the media, staff, patients, media, GPs, MPs, and the public



DUTIES AND RESPONSIBILITIES

	MAIN DUTIES AND RESPONSIBILITIES:

Overarching Management
· Deputising for and working alongside the Internal Communications Manager & Deputy HoCM (abbreviated to DHoCM from here on in) in the management of Communications and Marketing staff and functions
· Support and implement the development and continual improvement of the Communications & Marketing Service

· Provide cover for the HoCM and DHoCM during any period of absence 
· Co-management and responsibility for Communications & Marketing staff, including mentoring, supporting their development and appraisals
· Manage and be responsible for the Trust’s media relations service

· Handle highly sensitive, confidential or contentious information, requiring agreement or cooperation from internal stakeholders, eg, dealing with communications relating to a  serious incident or staff dispute (SIRI / SUI)

· Advise senior Trust staff on messages around highly sensitive or contentious issues as a senior communications expert
· Develop strong relationships on behalf of the Trust with other communications’ stakeholders across local, regional, national, clinical, political and media communities
Corporate & Stakeholders
· Manage & implement NSFT’s communications strategies and policies to facilitate effective and timely two-way communications throughout the Trust and between the Trust and its stakeholders
· Responsibility for NSFT presenting clear and open messages about its purpose, role and achievements, which engender confidence in the Trust and its services with its key stakeholders 
· Strengthen the Trust’s external and internal PR messaging to celebrate success more widely by using service user and staff stories in a sensitive manner

· Lead the team in providing and deliver, timely and open responses to requests for information from external stakeholders including regulators, media, DoH, MPs, FOIs, etc

· Lead (alongside the HoCM & DHoCM) communications in a time of crisis, major incident or emergency 

· Manage, develop and implement the Trust’s stakeholder mapping and proactive engagement plan
· Manage, develop and implement communications initiatives to include PR, stakeholder briefings, presentations and using a range of formats including print and display materials, leaflets, daily, weekly and monthly publications,  e-blasts, social media, etc
· Manage, develop and deliver of a programme of external and internal events  including open days, surveys, promotional displays, charitable fund activities, awards ceremonies, etc
· Manage, develop and deliver communication campaigns, linking to national and regional and local NHS campaigns and initiatives 
· Project manage external suppliers delivering communications’ services, ensuring successful outcomes and value for money
· Supporting DHoCM in the coordination and communication of awards to reinforce NSFT as a provider and employer of choice
· Co-manage, develop and implement ongoing improvement of communication channels
· Co-manage the implementation of the Trust’s and NHS corporate identity guidelines and brand, ensuring these are correctly adopted by partner organisations and staff across the organisation 
· Represent the Trust and team with other partner organisations, the voluntary sector, charities, local community and patients 
· Co-manage and support the delivery of corporate communications materials and documents such as Annual Reports, Quality Accounts, etc

Media Management
Manage, develop & implement an efficient and high performing media team, to:

· Ensure the delivery of an efficient reactive media relations service, responding to media enquiries in a timely, open, and appropriate fashion
· Directly liaise with the media on complex and sensitive issues

· Directly liaise with staff or service users on matters of media interest

· Support Trust staff during media interest
· Develop media training programme for senior Trust staff

· Develop and maintain good working relationships with the local, national & trade media
· Organise and manage media briefings and events
· Implement regular media monitoring and reports
· Work proactively with journalists to ensure positive features about the organisation are placed in the local, regional and national media
· Write PRs and media features for print or online use

· Manage the media database, press release archive, audio and visual library

· Organise and promote media events, press conferences, media interviews

Online
· Manage, develop and implement the maintenance and improvement of online communication channels, including social media
· Manage the NSFT website and ensure it remains an accessible, useful tool for stakeholders

· Ensure high quality and up to date online content is delivered and uploaded, to include writing and supervising content production
· Develop and implement online media opportunities
· Upload content onto the NSFT internet and social media channels
· Support development of the staff intranet & upload content
Internal Communications
· Delivery and implementation of internal communications strategies and policies to facilitate effective and timely two-way communications throughout the Trust

· Advising upon internal communications and initiatives to support the Trust’s workforce development agenda and staff engagement initiatives
· Delivery of high-quality, accessible and effective staff communications 
· Planning and delivery of internal communication campaigns, linking to national and regional and local NHS campaigns and initiatives 

· Delivery of internal events, including staff roadshows, conference, promotional displays, charitable fund activities, etc
· Development and delivery of the Trust staff awards scheme and celebrations

Team Working

· Work closely with colleagues at all levels within NSFT to ensure the delivery of the Trust’s external and internal communications functions and annual objectives 

· Develop and maintain close working relationships with communication contacts in other organisations across the health and care economy (eg, CCGs, regulators, local authorities, etc)
Photography, Film & Audio
· Take or commission photographs / film or audio for communication initiatives / events

· Brief staff and service users on confidentiality and consent issues and ensure consent forms in relation to these formats have been authorised and records are confidentially maintained
· Oversee the maintenance of the Trust’s photo, audio and film libraries 
General
· All staff are required to respect confidentiality of all matters that they learn as a result of the employment with the Trust, including matters relating to other members of the staff and members of the public/patients.

· Ensure confidential information is retained and stored in line with Trust policy in an efficient and effective manner

· Be responsive, flexible and adaptable to working across the team

· Undertake other appropriate duties as directed, being adaptable and flexible to service needs and changes across communications

· Provide cover for other staff during holidays and sickness

· Liaise with internal departments such as IT, HR, Estates as required in support of the efficient running of the Communications and Marketing Team
Working Conditions
· The post is generally based at Hellesdon Hospital site, in Norwich operating a standard office-based computer. However, there will be occasions when the post holder will use a laptop in a different internal / external location
· There will be a requirement for the post holder to travel to various sites across the Trust’s footprint and elsewhere

· There will be a need to attend meetings with other NHS communications professionals, staff and other key partners / stakeholders

· The post holder should be prepared to join the Communications & Marketing Team On-Call Rota, which can require out-of-core hours working. On-Call duties are financially reimbursed

· Previously agreed additional hours, worked out of normal core office hours and not On-Call duties, will be recompensed by time off in lieu, if approved by line manager

Flexibility
· This job description is not intended to replicate every activity/task that the post-holder may undertake. It is written in broad terms, which capture the broad levels/ranges of competency and responsibility required within the job
· The post holder may, with their agreement, which should not unreasonably be withheld, be required to undertake other duties which fall within the banding of the post, to meet the needs of this new and developing organisation



SPECIFIC CLAUSES

REGISTERED HEALTH PROFESSIONAL

All staff that are members of a professional body must comply with standards of professional practice/conduct.  It is the post holder’s responsibility to ensure that they are familiar with and adhere to these requirements.
SUPERVISORY RESPONSIBILITIES 

	· Deputising for DHoCM or HoCM
· Co-management of Senior Communications and Communications Officers 

· Co-management of Communications and Marketing Assistant


RISK MANAGEMENT/ HEALTH & SAFETY

The post holder has a responsibility to themselves and others in relation to managing risk, health and safety and will be required to work within the policies and procedures as laid down by the Trust.  All staff have a responsibility to access occupational health, other staff support services and/or any relevant others in times of need and advice.

RECORDS MANAGEMENT

The post holder has responsibility for timely and accurate record keeping where appropriate and in line with professional guidelines.

The post holder has responsibility for the creation, maintenance and storage of records in accordance with Trust policy, including email documents and with regard to the Data Protection Act, The Freedom of Information Act and other relevant statutory requirements.  Training will be provided in appropriate information management for the post

CONFIDENTIALITY
The post holder is required to maintain confidentiality of information in accordance with professional and Trust policy.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of their duties.

This job description is an outline and account of the main duties required to carry out the post.  It will be reviewed periodically to reflect changes and developments in service requirements.  The post holder is advised that they have a responsibility to ensure they are familiar with their terms and conditions of service detailed in the contract of employment.

SUSTAINABILITY

Carbon reduction and sustainable development are issues that impact on the lives of everyone and it is expected that all staff will commit to the principles of carbon reducing behaviours and sustainable development to ensure that resources are used efficiently, our carbon footprint is reduced and health services continue to improve.

SAFEGUARDING

Clinical Staff:
The NSFT expects all practitioners to act in accordance with statutory and local policies regarding recognition, reporting, information sharing, record keeping and joint working in relation to the Safeguarding of Children and Adults as outlined in Children Act 1989/2004, Working Together to Safeguard and Promote the Welfare of Vulnerable Children 2010 and No Secrets 2002.

Or…
Non Clinical Staff:
The NSFT expects that all staff will maintain statutory and local compliance to competency based training in relation to Safeguarding Children and Adults as outlined in Children Act 1989/2004, Working Together to Safeguard and Promote the Welfare of Vulnerable Children 2010 and No Secrets 2002.

	Agreed and Signed:
	
	
	Manager


	
	
	
	Post Holder


	Date:
	
	
	


PERSON SPECIFICATION

The person specification sets out the qualifications, experience, skills and knowledge, personal attributes, interests and other attributes necessary for the post holder to perform the job to a satisfactory level.

JOB TITLE:
	External Communications Manager


	CRITERIA
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications
	· Educated to post graduate degree level or qualified by equivalent specialist professional experience
	· Educated to degree level in marketing / communications / PR or similar
	· Certificates at interview

	Experience
	· Experience of working with the media on highly complex, sensitive or contentious issues
· Knowledge of the media, its mechanism for working, codes of conduct and good working practices 

· Experience of communicating in an emergency
· Experience of strategic development, devising and undertaking a multi-channelled marketing and communications strategy
· Experience of working in a senior communications role within public sector where advice was given to other staff members

· Demonstrable experience in written communications / PR, commensurate with level of post 

· Experience of brand and marketing management
· Experience in leading and implementing stakeholder mapping & engagement

· Experience of communications team and project management
	· Experience of working in a senior communications role within the NHS
· Experience of event management / support 

· Experience of budgetary control

	· Application Form

· Interview
· Reference



	Skills, Abilities &

Knowledge
	· Extensive practical knowledge of communications, public relations, marketing techniques 

· Evidence of excellent written communication skills. Experience to include newsletter / corporate reports / PR writing

· Excellent oral communication skills with the ability to adapt to the relevant audience

· Knowledgeable in range of social media tools and activities
· Ability to manage highly complex, sensitive or contentious issues

· Excellent organisational skills

· Ability to lead and motivate a team in a high pressured and busy environment

· Ability to prioritise own and others workloads and meet conflicting deadlines
· Ability to assimilate information quickly and critically evaluate ideas and data
· Ability to build and maintain effective relationships with stakeholders 

· Ability to project manage a number of complex projects simultaneously

· Ability to work in a crisis situation
	· Confidence as a media spokesperson


	· Application Form

· Interview

· Reference



	Personal Attributes
	· Diplomacy, discretion and focused on delivering the best results, always

· Excellent team management skills and experience 

· Excellent team player who leads from the front

· Excellent interpersonal and presentation skills

· Ability to represent the organisation at all levels including with patients, senior management, and external stakeholders of the Trust

· Self manager and motivator
· Creative thinker, keen to utilise high standard of communication skills and abilities
	
	· Application Form

· Interview

· Reference



	Other
	· Ability to undertake necessary travel in connection with duties of the post

· Ability to work flexibly to meet the needs of the organisation
· Advanced use of IT software packages, such as Microsoft  Word, Excel, PowerPoint, social media tools
	
	· Application Form

· Interview


JOB DESCRIPTION SUPPLEMENTARY INFORMATION 

	JOB TITLE:
	Communications Manager 

	WARD/DEPT:
	Communications & Marketing Department

	DATE COMPLETED:
	November 2014


Please indicate in the boxes whether the post holder will be expected to work in or be directly exposed to the following factors: 

WORKING CONDITIONS:

	
	
	YES
	NO
	
	
	YES
	NO

	1.
	Inclement weather

	X
	
	2.
	Extreme Temperatures
	
	X

	3.
	Unpleasant smells
	
	X
	4.
	Noxious Fumes
	
	X

	5.
	Excessive noise/vibration
	
	X
	6.
	Continuous use of VDU equipment
	X
	

	7.
	Unpleasant substances. Non household waste
	
	X
	8.
	Infectious material
	
	X

	9.
	Body Fluids, Faeces/Vomit
	
	X
	10.
	Dust/Dirt
	
	X

	11.
	Humidity
	
	X
	12.
	Contaminated equipment/work area
	
	X

	13.
	Driving/Being Driven (normal conditions)
	X
	
	14.
	Driving/Being Driven (emergency conditions)
	
	X

	15.
	Fleas/Lice/Infestation
	
	X
	16.
	Dangerous Chemicals. Substances in containers
	
	X

	17.
	Dangerous Chemicals. Substances (uncontained)
	
	X
	18.
	Exposure to verbal aggression (little/no support)
	
	X

	19.
	Exposure to physical aggression (little/no support)
	
	X
	
	
	
	


Each YES response requires completion in ‘Further Information’ Section

PHYSICAL EFFORT

	
	
	YES
	NO
	
	
	YES
	NO

	1.
	Working in uncomfortable conditions
	
	X
	2.
	Working in physically cramped conditions
	
	X

	3.
	Making repetitive movements
	X
	
	4.
	Lifting weights/equipment without mechanical aid
	X
	

	5.
	Climbing or crawling
	
	X
	6.
	Manipulating objects
	X
	

	7.
	Manual Digging
	
	X
	8.
	Running
	
	X

	9.
	Standing/sitting with limited scope for movement
	
	X
	10.
	Kneeling, crouching, twisting, bending, stretching
	
	X

	11.
	Walking for long periods
	
	X
	12.
	Heavy duty cleaning
	
	X

	13.
	Pushing/pulling trolleys or similar equipment
	X
	
	14.
	Working at heights
	
	X

	15.
	Controlled restraint i.e. in post requiring training/certification
	
	X
	
	
	
	


Each YES response requires completion in ‘Further Information’ Section

EMOTIONAL EFFORT

	
	YES
	NO

	1. 
	Processing (e.g. typing/transmitting) news of highly distressing events
	X
	

	2. 
	Giving unwelcome news to patients/clients/carers/staff
	X
	

	3. 
	Caring for the terminally ill
	
	X

	4. 
	Dealing with difficult situations/circumstances
	X
	

	5. 
	Designated to provide emotional support to front line staff
	X
	

	6. 
	Communicating life-changing events
	
	X

	7. 
	Dealing with people with challenging behaviour
	X
	

	8. 
	Attending scenes of accidents
	X
	


Each YES response requires completion in ‘Further Information’ Section

MENTAL EFFORT

	


	YES
	NO

	1. 
	Carry out formal student/trainee assessments
	X
	

	2. 
	Carry out clinical/social care interventions
	
	X

	3. 
	Analyse statistics
	X
	

	4. 
	Operate equipment/machinery
	X
	

	5. 
	Give evidence in court/tribunal/formal hearings
	X
	

	6. 
	Attend meetings 
	X
	

	7. 
	Carry out screening tests/microscope work
	
	X

	8. 
	Prepare detailed reports
	X
	

	9. 
	Check documents


	X
	

	10. 
	Drive a vehicle
	X
	

	11. 
	Perform calculations
	X
	

	12. 
	Make clinical diagnoses
	
	X

	13. 
	Carry out non-clinical faultfinding.
	
	X


Each YES response requires completion in ‘Further Information’ Section

FREEDOM TO ACT


	
	YES
	NO

	1. 
	Does the post holder generally work without close supervision
	X
	

	2. 
	Does the post holder work without direct access to a manager
	X
	

	3. 
	Does the post holder work without access to a manager by telephone
	
	X

	4. 
	Is the post holder the lead specialist in their field
	X
	

	5. 
	How often on average does the post holder give guidance and advice to others?
	Dly
	Wkly


How often is the post holder’s work checked/monitored/assessed?

	Daily:
	X
	Weekly:
	


Other frequency (please comment)

	


FURTHER INFORMATION:  Please enter here details of YES responses in the preceding sections.
Element

 (e.g. mental effort)    Ref No
                       Details of frequency and intensity

	Working Conditions


	1
	At times team members travel to events and this may include travelling through inclement weather conditions

	
	6
	The keyboard  is an essential  work tool and in almost constant use

	
	13
	Members of the team are expected to be able to drive to perform their job. Public transport may not always be accessible or practicable

	Physical Effort


	3
	The keyboard  is an essential  work tool and in almost constant use

	
	4
	Lifting events equipment 

	
	6
	Lifting and setting up events equipment

	Emotional Effort
	1
	Relating to confidential or distressing patient information, major incidents, or bad news stories

	
	2
	Possibility of discussing disciplinary matters with team members or other staff employment issues

	
	4
	Needing to represent the Trust in the best light to other NHS/public sector partners, staff and the media

	
	5
	Whilst discussing SUIs / SIRIs with staff the post holder is expected to support the staff with their emotional upset

	
	7
	At times communicators need to deal with distressed or challenging patients, staff, members of the public and verbally challenging approaches from the media

	
	8
	As a lead communicator within the team and a responder in crisis or emergency situations there is a possibility of this staff member attending accidents or scenes of major incidents

	Mental Effort
	1
	As part of managerial role supporting and developing team members

	
	3
	The post holder must be able to analyse statistics with PR implications for the Trust to help decide on how best to present the Trust’s position

	
	4
	VDUs, PCs, Projectors and other office equipment

	
	5
	In matters of staff grievances there is a possibility of attending tribunal hearings

	
	6
	Trust meetings, councils, SHA meetings, Trust Board, team meetings, project meetings, etc

	
	8
	Reports to localities or the Trust Board on press activity, reports on events, support work on health and government briefings, reports on incidents

	
	9
	Proof reading & checking documents is a fundamental skill of the role

	
	11
	Calculate costs and figures presented for publication and in the management of budget

	Freedom to Act
	1
	Accountable to the HoCM who has responsibilities for the Trust wide internal and external communications function

	
	2
	Providing cover for HoCM and DHoCM

	
	4
	As a senior, highly experience communicator and lead for external communications within the organisation 

	
	5
	A key part of this senior role is to advise staff including most senior on comms and reputation issues


	Manager responsible for completion of this document Name:
	Lisa Mungham-Gray

	Member of Staff to whom this document relates:
	

	Date Completed:
	

	Review Date:
	


	DISTRIBUTION: One copy to member of staff, one copy to personal file.

Please ensure Job Description is agreed and signed by both manager and employee
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