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	ROLE PROFILE
	

	Role Title:
	International Communications Planning Manager

	Location:
	London

	Department:
	International Communications

	Reporting To:
	Head of International Communications

	Role Purpose:
	Provide strategic direction and strong leadership for a central International Communications Resources Team (IC Resources) to ensure provision of a core communications function including integrated communication planning & coordination, brand development; digital strategy, content development, systems management and corporate communications across the ActionAid association

	Direct Reports
	International Media Officer & Editor; International Web Editor; International Multimedia Librarian; International Video Producer; Team project coordinator

	Key Contacts:
	Internal: International Communications Advisors, International Policy and Themes, International Directors, International Communications and Fundraising directorate staff, national communications staff.
External: media contacts, counterparts in other NGOs, communication agencies and other suppliers

	Date:
	September 2010 

	Grade
	UK Grade 6a (£41,277 - £48,561)


	Key accountabilities
	Key elements
	%

Time

	NOTE: Many of the accountabilities listed below represent the work of members of the International Communications Resources Team, (and may be delegated as appropriate) and will be supported by the International Communications Advisors.

	Develop and lead the planning and coordination process to create an annual communications plan, with a calendar and content plan to support it
	· Manage a planning process annually with national heads of communications and International Directors to create an annual communications plan, including a calendar of prioritised activities
· From this, create a plan for the IC Resources team to support the delivery of media, content, digital and other communications outputs.

· Manage the IC Resources team delivery against the plan (with adjustments based on opportunities) and advise Head of IC on priorities for Advisors.
	20%

	Develop integrated communications strategies for specific projects and campaigns
	· Work with teams across ActionAid, such as Campaigns, Emergencies, and others, to develop communication strategies to support their aims
· Act as a primary interface with internal ‘clients’ to ensure appropriate stakeholder engagement and participation in developing these strategies and plans.
· Manage significant communications projects as directed by the Head of Communications
	15%

	Leadership, management and development of International Communications Resources team


	· Develop an annual plan and budget for the IC Resources team and manage the programme of activities to plan.

· Ensure the IC Resources team delivers all its corporate communication responsibilities including: Annual Report publication on time and budget; an effective, engaging international website that acts as a portal to the ActionAid world; ongoing media coordination; and an effective StoryHub to share content 

· Act as a mediator of priorities and a setter of standards within the team, setting their strategic direction and ensuring that all staff work to the standard expected

· Meet regularly with Head of International Communications to review plans and report on progress

· Ensure the team members are managed in accordance with ActionAid policies and practice, including individual work-plans and personal development plans
· Ensure the team is kept fully briefed on key organisational management, communications and resource issues

· Ensure that team members fully understand and are committed to ActionAid’s mission, vision, values and strategic aims
· Deputise for the Head of International Communications as required.
	30%

	Develop a shared learning and knowledge management plan
	· Coordinate the development of shared learning and knowledge management strategy for the Communications function
· Manage the IC Resources team to create and maintain policies and tools to support communications shared learning and capability building across ActionAid (with support from Communications Advisors)
· Oversee the development of internal communications systems, including the IC Hive site, Brandhub and StoryHub to enable global sharing learning, and sharing of brand assets.
· Oversee the planning for an ongoing programme of communications training and development across ActionAid
	15%

	Manage the Publications budget and suppliers to deliver on key corporate communications
	· Agree with key stakeholders priorities for publications 

· Develop a publications plan, and oversee development of key publications to ensure they are delivered on time and budget.

· Manage the media and web editors to deliver quality inputs on publications

· Manage freelance writers, designers and production suppliers to produce quality publications 
	10%

	Provide Systems and Project Management for the IC function
	· Work with Head of Information Systems, UK IT, UK Comms to ensure communications systems development and maintenance is as efficient and effective as possible

· Oversee development of changes in systems and platforms as required to a high quality, to ensure that the function remains relevant 
· Manage the Multimedia Librarian and the SLA with the UK Picture Desk to deliver an effective multimedia content system - ‘StoryHub’ - that delivers on stakeholder needs 

· Provide adhoc systems advice to National communications functions

· Provide project management support and advice to IC Advisors
	10%

	General Responsibilities as a member of the International Fundraising and Communications function
	· Act as an ambassador to ensure relations between AAI internationally and nationally remain fruitful and deliver strategic objectives

· Raise awareness of AAI as a player in the fight against global poverty

· Represent communications needs to other parts of ActionAid to enable programs to meet their objectives and maximise opportunities
· Contribute to building a culture of ambition, openness and innovation within the Fundraising community
· Participate as a proactive member of the International fundraising and communications teams, attending team meetings and providing advice and support to fellow team members
· Build strong relationships with key stakeholders within the ActionAid community and particularly with International Directors and Country Directors

· Keep abreast of social, communications, systems, campaigning and fundraising trends and network with external organisations to inform thinking
· Other responsibilities as delegated by line manager

	


	Role-related knowledge, skills and competencies 

	Key Skills & Experience 
· Experience as a manager of a communications team
· Proven experience of planning and coordinating priorities and creating processes and tools to support effective planning
· Skilled operational manager with a track record of coordination and management within a complex international environment
· Track record in delivering effective communications outputs
· Experience in a technical communications role involving systems management
· Experience of testing systems for usability and technical performance

· Ability to trouble shoot and identify technical problems

· Experience of using Content Management Systems and other emerging technologies

· Ability to be flexible and solve problems quickly and positively
· Ability to work to tight deadlines under pressure and on own initiative
· Exceptional interpersonal skills and ability to quickly develop effective working relationships with a diverse stakeholder group
· Knowledge and experience of creating communications policies and tools and managing a shared learning programme

· Experience of managing budgets
· Knowledge of best practice in media relations, online communications and profile development
· Creative, imaginative and enthusiastic approach to projects, team working, problem solving
· Influencing, negotiation, networking skills and experience 
· A strong commitment to develop, promote and practice ActionAid’s vision, mission, values and strategy.
Advantageous 
· Familiarity with development issues, civil society activism and effective campaigning, with an understanding of rights-based approach preferable.
· Education to a Post Graduate level (as what?)
· Understanding of the Rights-Based Approach to development and a commitment  to Human Rights
· Project management qualification (e.g. Prince 2)


Terms and conditions of employment at ActionAid

1. Contract Status:
Permanent, full-time 

2. Place of work:

33-39 Bowling Green Lane, London, EC1R 0BJ
3. Salary:


UK Grade 6a £41,277 - £48,561 per annum
4. Probation period:
6 months
5. Notice period:

4 weeks
6. Working hours:
35 hours (net) flexible working week

Benefits include:

· 27 holidays per calendar year 
· Group Personal Pension Plan - employer contributes 10%, employee 3%;
· Flexible working hours and family friendly policies
· Interest free season ticket loan
· 5 day holiday purchase scheme
· Child care vouchers
· Corporate discount membership of local gym
· Bike2Work Scheme
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