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 Job Description and Person Specification

	Job Title:
	Head of International Communications 

	Directorate: 
	International Fundraising and Communications
	Job Family:
	International Fundraising & Communications
100%

	Reports to:
	International Director, Fundraising and Communications (IDFC)
	Grade:
	AAI Grade F

Base Salary £54,372

	Location:
	London 

	CRB Required:
	NA:  X                Standard:     (                    Enhanced:(

	Direct Reports:
	(up to) 4 x ICA’s, Brand/Insight & Media Relations,+ other (junior) team members, Strategy & Planning Advisor

	Job Role

	Role Overview:
	As a senior manager in a Directorate of the International Secretariat, responsible for

· Developing business plans and overseeing implementation, ensuring resources are in place to achieve budgeted performance targets and monitoring overall performance against these

· Playing a key role in shaping the strategic approach of the organisation to deliver on its mission objectives by influencing decisions of stakeholders that are outside of direct sphere of authority at all levels across the organisation

· Managing a large international team

· Making significant improvements to policies and processes that lead to mid- to long-term success 

Pertaining to this particular role,

· Responsible for the management of strategic communications activities designed to contribute to a cohesive ActionAid identity, profile & reputation; ensuring that these fit into a proactive and comprehensive forward planning process, which is dynamically managed, evaluated and improved as necessary, and utilises best practice thinking and processes. 
· Leads and manages a team of multi-skilled, communications advisors to ensure the delivery of a comprehensive programme of national, communications capability and capacity building.
· Leads and represents the International Communications function across the ActionAid federation and strengthens the relationship between the International Communications team and other teams within ActionAid, to ensure optimum impact and efficacy of communications activities.

· Contributes to building a culture of ambition, openness and innovation within the International Fundraising & Communications communities, and keeps abreast of social, communications and fundraising trends to inform thinking. 



	Accountabilities

	Key Accountabilities / Responsibilities:
	Key Activities

	Responsible for the management of Strategic Communications activities to create a cohesive ActionAid identity and profile
	· Lead a process to create an international profile-building strategy with national entities. Create a plan to enable profile, awareness and identity to be developed – in line with corporate strategy and mission

· Identify, brief, pitch and appoint appropriate communications agencies to support the identity development process. Pro-actively manage agency relationships

· Proactively manage brand identity through development and maintenance of core brand and identity resources, in consultation with national entities

· Identify, troubleshoot and respond to critical risks to reputation, identity and Mission

· Manage communications projects with signification multi-country and long term impact

· Proactively diagnose organisational barriers that limit the impact of communications strategies and outputs across AAI, and develop activities to overcome these

	To lead and represent the International Communications function
	  Senior Management:

· Participate as an active member of the International Fundraising and Communications Management Team providing communications input as appropriate
· Monitor performance of IC team against annual plan objectives and report any changes to plan to ID

· Provide regular management reports to IDFC on effectiveness of ActionAid’s communication function and outputs and results of IC team

· Manage International Communications budget

Communications Leadership:

· Ensure team members understand and are committed to ActionAid's mission, vision, values and strategic aims, and how they personally contribute to fulfilling these

· Lead by example, demonstrating behaviours that reflect ActionAid’s values

· Build and maintain a cohesive and focused team that has credibility

· Represent the organisation brilliantly to promote its reputation as a global innovative organisation

· Lead the team in promoting and managing the reputation of ActionAid within the context of the International Communications Framework and team plan

Management:

· Provide staff with regular supervision and support to ensure that they are able to fully contribute to AAI’s plans and targets 

· Coordinate regular meetings between the team to facilitate the flow and exchange of information on priorities, approaches and objectives

· Support the development and delivery of individual line managed staff work plans and opportunities to ensure potential is maximised
· Keep abreast of the fast moving trends in communications and ensure the skills and knowledge of the International Communications function remains relevant and effective.

	To direct and support the International Communications Strategy & Planning Manager to enable the provision of priority communications services and outputs
	· Engage proactively in the creation and management of the annual priority communication calendar.  Liaising as appropriate with national heads of communications and international heads of programme, policy and campaigns to agree priorities and adjust to external opportunities

· Support the development and delivery of an annual content delivery plan, ensuring a comprehensive range of relevant, compelling, high quality content is created

· With the IC Strategy & Planning Manager, create policies and tools to support communications shared learning and capability across ActionAid 
· Agree and oversee the implementation of an ongoing programme of communications training

	Lead and manage a team of multi-skilled, Communications Advisors to ensure the delivery of a comprehensive programme of national communications capability and capacity building
	· Lead and manage team of Communications Advisors to deliver on objectives to build strong national communications capacities and content, identifying specific  projects where inputs are necessary and outcomes beneficial to the broader federation

· Create a capacity building prioritised country support plan, based on objectives to increase influence, income and create content.

· Deliver institutionalised communications capacity in a defined number of countries per year, based on quantifiable objectives

· Ensure Communications Advisors are deployed as a resource to meet technical needs of countries whilst providing continuity of support

· Balance proactive support and reactive responsiveness

· Ensure regional and sub-regional capacity building forums are created and effective – including creating centres of excellence and processes to recruit regional Comms support roles

· Ensure potential to identify and fulfil cross-regional support needs.

· Ensure potential for sharing knowledge, experience and opportunities between technical expertise areas and regions is maximised

· Ensure the team provides effective opportunities for skill sharing between communications staff, including high level of meeting and training management, inductions, mentoring, peer reviews, and advice on best practice.

	Strengthen the relationship between the International Communications team and other teams within ActionAid
	· Build and strengthen relationships with key stakeholders by cooperating across the organisation to achieve best use of people and financial resources to deliver communications objectives

· Ensure that the IC team behaves in a collaborative manner and is involved at all stages of emergencies, policy, campaigning and fundraising planning and activities

· Provide a professional service to other teams and identify opportunities in their work for IC input

· Ensure that an IC media strategy is devised, implemented and evaluated for priority emergencies, events and campaigns
· Deliver communications advice for crisis management situations.  Provide input as required and be an active member of the international emergencies and conflict team (IECT)

	Develop and grow ActionAid’s relationship with key external audiences
	· Ensure the IC team develop good external contacts on behalf of ActionAid as required

· Ensure the IC team can respond to the demands of external audiences effectively and whilst under pressure 

· Ensure professional media databases and other systems for effective external communications are maintained and developed

· Act as an authoritative and effective spokesperson as appropriate

· Contribute effectively and creatively to all joint initiatives with other NGOs and external organisations

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

· Raise awareness of AAI in the fight against global poverty

· Contribute to building a culture of ambition, openness and innovation within the International Fundraising & Communications communities

· Keep abreast of social, communications and fundraising trends and network with appropriate external organisations to inform thinking. 

· Other responsibilities as delegated by line manager

	Typical People Management Responsibility 

	Approximate number of people managed in total
	12

	Matrix Manager – (projects/dotted line)
	1 Itl Project Manager, 1 Multi media Librarian. 1 Multi media Advisor, 1 Team Admin & Project Support

	Team Leader
	4 x ICA’s,  3 x Brand/Insight & Media Relations

	Grandfather- manager of Team Leaders/Managers
	1 Strategy & Planning Advisor

	What is the global remit?  Operates in:

	Remit covers all ActionAid countries
	Yes

	Role Dimensions

	Financial (limits/mandates)
	Approval rights up to £5k. Full budget management responsibility for Directorate budget allocated to COMMS team

	Approx. (direct) departmental budget  
	Directorate £3m, COMMS £800k


	Person Specification

	Education & Certifications
	Relevant degree/masters or equivalent experience


	Essential Knowledge and Experience
	· Experience of developing a long term international communications strategy, action plans budgets
· Ability to provide clear vision, manage different complex stakeholder groups, translate into specific work and behaviours and be an outstanding people manager
· Experience of building and leading creative and successful communications teams
· Ability to think strategically and delegate where appropriate, to prioritise competing demands, to influence a peer group
· Knowledge of best practice in media relations, online communications and profile development
· Extensive proven experience in developing and advising on communications strategy, planning, structures and processes
· Proven track record of delivering high quality communications output
· An interest and experience in organisational development including the development and implementation of capacity building programmes
· Experience in using communications to mobilise and campaign 
· Exceptional verbal and written communications skills
· Ability and experience as a public spokesperson
· Experience in responding to reputational risks and knowledge of media law
· Exceptional interpersonal skills and ability to quickly develop effective working relationships with people from many different cultural backgrounds
· Creative, imaginative and enthusiastic approach to projects, team working, problem solving

· Influencing, negotiation, networking skills and experience 

· Fluency in written and spoken English, and preferably fluent in other major European languages.

· A strong commitment to develop, promote and practice ActionAid’s vision, mission, values, strategy

· Willingness to travel, and on occasion at short notice

· A commitment to working flexibly in order to meet the needs of the role.


	Organisational Structure
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	Competency Profile

	Competency
	What it looks like

	Action
	The desire to accept ownership and accountability, whilst getting things done well and meeting challenging goals

	Planning
	The ability to think ahead and decide on courses of action, ensuring that the resources required to implement the action will be available, and scheduling those resources to achieve managed outcomes

	Innovation
	The ability to originate, introduce and be open to, new practices, concepts, ideas and change and to continuously improve

	Communication
	The ability to get our points across clearly, both orally and in writing, to ensure we get our key messages across accurately and in the right way

	Collaboration 
	The ability to work co-operatively and flexibly with others, both within and outside the organisation, demonstrating an understanding of effective team working and partnerships

	Leadership & Management
	The ability to model exemplary behaviour, and  the capacity to inspire others to give of their best to achieve a desired result, whilst maintaining effective relationships with individuals and teams as a whole and allocating resources
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