CITIZENS ADVICE SCOTLAND

JOB DESCRIPTION



JOB DETAILS 

	Job Title


	Head of Communications 

	Section


	Directorate

	Location


	Edinburgh

	Salary

	£42000 - £48000 depending on experience

	Reports To


	Chief Operating Officer

	Work Pattern


	Full time

	Status


	Permanent

	Date


	May 2015


BACKGROUND


	General


	To plan, implement and monitor all Citizens Advice Scotland internal and external communications.


	Reports

	Information Manager and team

Press and publicity officer
Digital communications officer




JOB PURPOSE

	To create and establish an effective communications team, responsible for internal communications, communications to Citizens Advice Bureaux in Scotland and communications to external stakeholders including the public.  Also to    
execute the organisation’s internal and external communications strategy while ensuring effective operational practices, and a high standard of quality and corporate branding of all the association’s communications.  



KEY ACCOUNTABILITIES

	1. Develop and implement an effective internal and external communications strategy and plans.  

2. Develop effective operational communications practices.  

3. Act as guardian of the CAS brand and develop a suite of corporate branded materials.  

4. Develop and implement public affairs strategy and plan.
5. Establish a monitoring and evaluation framework which enables CAS to measure the effectiveness of its communication strategies and interventions.
6. Heighten the profile of CAS, using a broad range of communication channels, from web based information to broadcast and print media.

7. Develop CAS messages and ensure there is consistent messaging across the core activities and programme areas, with different stakeholder groups, including employees, bureaux and the public. 

8. Promote through the use of effective advocacy, engagement and relationship building, the national and local work of CAS and CABs with Westminster and Holyrood, elected representatives, civil servants, and other influencers including the media. 
9. Raise stakeholder awareness and positively influence opinion on key issues CAS wishes to highlight.  

10. Ensure timely and appropriate responses to enquiries.  

11. Co-ordinate the media and public affairs activities that flow from the public affairs communications plan in order to promote CAS, the Citizens Advice Service and its policy positions. 

12. Ensure that communications are of the highest standards to respond to the needs of the target audience and are delivered within agreed budget and timelines. 

13. Build existing and identify new stakeholder opportunities, at local and national levels, to develop effective relationships and a network of contacts across relevant organisations, media, Bureaux and other influencers.  

14. Plan and oversee the production of publicity materials.

15. Coordinate and manage some public engagement and education events.  

16. Line manage the Press and Publicity Officer, Digital Communications Officer and the Information team.  
17. Carry out any other reasonable duties as required by the CEO or COO




PERSON SPECIFICATION

Essential
	Qualifications and Attainments

	1. Educated to degree level or equivalent.


	Knowledge and Experience

	1. Demonstrable experience of working in a Communications role at a similar level, involving strategic and operational deliverables.

2. Excellent stakeholder management, relationship building and networking skills.  

3. Experience of managing, coaching and developing a team.  
4. Ability to grasp complex issues quickly and distil them to a variety of audiences.  

5. Understanding of Citizen and Consumer rights issues.
6. Experience of organising high profile events.  

7. Excellent verbal and written communication skills, with the ability to adapt style to suit different communications media and audiences.
8. Demonstrable experience of working with the media, and communicating complex and nuanced issues.
9. Ability to work on own initiative and as part of a team, and willingness to “pitch in” as required. 
10. Proven track record of promoting the work of an organisation to elected representatives, external organisations and/or the media. 
11. Ability to plan, prioritise and deliver against challenging deadlines for self and team and to delegate appropriately.
12. Working knowledge of political, legislative, media and government processes at local, Scottish and UK level.
13. Experience of working with individuals at all levels, both internally and externally.


Desirable
	Knowledge and Experience

	1. Experience of web content management systems.

2. Brand management.



