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Information pack

Traffic manager, ActionAid UK
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We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 10 children every minute of every day. We’re a charity and much more. We’re a partnership between people in poor countries and people in rich countries – all working together to end poverty for good.

ActionAid is an international development charity. Formed in 1972 we have been growing and expanding to where we are today - working with over 13 million of the world's poorest and most disadvantaged people in over 40 countries worldwide.
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Team Information

The Traffic Manager will play a pivotal role as part of a multidisciplinary production team which also covers video production, an international picture desk, copy editing, magazine production, design, print and mailing.  The team oversees issues of identity and brand, and is core to ActionAid UK’s communications role.  

Team Structure
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Job Description and Person Specification

Please note this statement is for information only and does not form part of a contract. This list is not exhaustive and you will be expected to undertake such duties as may be assigned to you by ActionAid from time to time. Staff are expected to be flexible in their work in order to deliver the objectives of the organisation.

	Job title
	Traffic Manager
	Location
	Bowling Green Lane, London EC1

	Contract type
	Full-time
	Contract length
	Permanent

	Starting salary
	Grade 4
	Date
	25th November 2010


	Context

	ActionAid UK recently developed a communications production process to ensure alignment and clarity around how communications are briefed/commissioned, produced and evaluated  - whether offline, online or AV communications. We are calling this process ‘Clarity’.  

and we are now looking for a Traffic Manager to play a pivotal role in managing the throughput of projects, scheduling all significant communications production and working with communications commissioners to encourage and assist their use of the process (‘Clarity’), fully embedding it across the organisation. 

 


	Main purpose of the role

	Project scheduling, overseeing blockages and meeting of deadlines and flagging up issues as they arise to the appropriate commissioners, heads of team and directors.  



	Management and key relationships

	Staff managed
	0

	Reports to

	Head of Multimedia Productions (MMP)

	Key Relationships

	Staff in MMP, commissioning staff in teams across Communications, Fundraising and Policy and Campaigns departments and the respective Directors of those departments, Director of Organisational Effectiveness, IT, International Communications staff.



	Main Duties

	Duty

	1
	Project Scheduling
· involvement in annual planning in order to build a picture of likely production commissions through the year

· ongoing update of communications production schedule(s)
· attend kick-off sessions with the commissioner to schedule and assess the viability of new project 

· work with the members of MMP and commissioners to break down project work streams to scope resources and identify relevant stakeholders 

· work with the Head of MMP on the overall production schedule and raise issues of concern regarding production ‘traffic jams’

· work with communications commissioners and project stakeholders to develop manageable production timelines
· schedule the right quality and amount of resource from a pool of permanent, agency and freelance resource in consultation with commissioner and MMP producers

· continually source new talent that can be drawn on when required
· be a point of contact for commissioners, building strong trusted relations
· ensure all file systems and assets are ready for production start

	2
	Project flow
· track and monitor resources throughout the production lifespan of a communications commission
· ensure correct use of the project management framework and Clarity process (agreed organisational production process)
· raise issues of concern regarding production ‘traffic jams’ to Head of MMP

· negotiate costs where necessary to ensure projects are delivered to an agreed budget
· pre-empt changing requirements, liaising between all parties involved – ensuring expectations are always met or managed
· adjust timelines throughout the project lifespan as necessary
· problem solve, and supply solutions as required
· challenge where necessary, to ensure deadlines are met, while product quality remains high
· continually communicate with project teams to ensure everyone is working together, and to the same goal

	3
	Creative services roster

· in conjunction with the Digital Projects Coordinator and the Print and Design Manager to maintain and update a roster of all the kinds of agencies and freelance creative services (eg digital, AV, marketing, design) and encourage continued development and improvement of the roster through production learnings and evaluations
· to advise teams on suitable agencies for particular commissions

	4
	Embedding systems
· in 2011 the Clarity process will be rolled out across the organisation – the Traffic Manager will be a key part of that rollout, training and embedding sequence
· review the process and the tools (guidebook, proforma, supporting systems) and tweak as required from learnings
· ensure that new staff are inducted into the process at the soonest appropriate opportunity
· encourage staff to view this as professionalization and to see the advantages to their products/work, to themselves and to the organisation as a whole


	Person Specification

	Knowledge, skills and experience: key requirements

	
	Requirement
	Evaluation


	1
	General skills
· Excellent organisational skills and great attention to detail

· Decisive and able to ‘think on one’s feet’

· Ability to remain calm in a crisis, someone who takes challenges in their stride

· Ability to nurture people through the process – especially those unfamiliar with the Clarity process and production process management in general.
	Application and test

	2
	Communications

· Constructive, positive relationships held with every department around the business and within the team 

· Ability to transcend team/department boundaries (‘one team!’)  

· Effective cross-functional communication skills 

· Creative and enthusiastic approach to projects, team-working, process management and problem solving

· Ability to ensure that production stakeholders are sticking to agreed deadlines (i.e. strict!)

· Ability to spot problems and communicate them in an effective and timely manner.
	Application and test

	3
	Process Management

· Highly systematic – this is a job for someone who is good at completing and thinking through the logical steps to success.

· Ability to work to deadlines, under pressure, on own initiative
	Application and test

	4
	Multimedia Production

· Experience of production coordination, traffic management or planning within an agency, broadcasting, film or creative services environment
	Application and test

	5
	IT Literacy

· Advanced proficiency in Microsoft Office Suite  

· Comfortable with taking on new and unfamiliar systems
	Application and test

	Competencies


	
	Requirement
	Evaluation

	1
	Commitment to ActionAid’s mission and values
	

	2
	Commitment to ActionAid’s Equal Opportunities policy
	

	3
	Leadership skills
	

	4
	Diplomacy in dealing with colleagues and suppliers of a very wide variety of backgrounds and experiences
	

	Knowledge, skills and experience: desirable

	
	Requirement
	

	1
	Experience of using computerised scheduling tools 
	

	2
	Experience of giving or facilitating training, or coaching, in project/production management systems, processes and tools
	


Terms and conditions of employment at ActionAid
1. Contract Status:

Permanent 
2. Place of work:

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


£30,074 to £32,197 per annum 
4. Probation period:

Six months
5. Notice period:

1 month during probationary, 1 month thereafter

6. Working hours:

35 hours 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 membership of local gym
· Bike2Work Scheme
How to Apply:
Interested in applying? Please email no more than 4 pages including your CV and covering letter along with your equal opportunities monitoring form to jobs@actionaid.org quoting job reference number 1001-94
Your CV and covering letter should state clearly your suitability for the role and how you meet the role criteria. 
If you have not heard from us within two weeks from the closing date, please assume you have been unsuccessful on this occasion. Only shortlisted candidates will be contacted.

ActionAid is an equal opportunities employer. We warmly welcome applications from all sections of the community and aim to promote diversity. 

Reg. Charity No. 274467
Closing date: 
7th January 2011 (9:00 am)
Interview date: 
19th January 2011































� Please note ActionAid reserves the right to change the line of management according to the needs of the organisation.


� This is relevant for recruitment purposes and sets out how a candidate will be assessed against requirements. 


� Competencies articulate the behaviours which an organisation expects its staff to demonstrate in the course of their work both to reflect organisational values and add significance and worth.
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