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Role Description – Corporate Communications Manager
	Role title
	Corporate Communications Manager
	Grade
	3 
	Department
	External Affairs 

	Reports to (1)
	Head of External Affairs
	Direct reports (1)
	

	Key relationships / interfaces (1)
	Internal Stakeholders: CEO, Exec team, Head of External Affairs and where required all senior management team members. Contact particularly with Knowledge, Publishing, Marketing/digital, Portfolio, Volunteers and Commercial. 
External Stakeholders: press and media as well as relevant external stakeholders.

	Role purpose (2)


	To lead on all aspects of corporate communications across APM to increase visibility, build profile and strengthen understanding of the organisation and how it is delivering against its charitable and business objectives.  Too oversee and coordinate existing corporate initiatives devising and maintaining mechanisms to plan and coordinate high level messages which are consistent across APM internal and external audiences relating to project management and the development of chartered project profession. Will work closely with the marketing team on externally facing communications.

	Breadth of responsibility (3)


	Responsibility for the oversight, co-ordination and maintenance of all external communications relating to APM and the chartered profession. Working closely with the CEO, Head of External Affairs and Head of Marketing and related teams with communication responsibilities, ensure a clear communication plan is initiated and delivered. 

	Dimensions and limits of authority (4)


	The role holder can make recommendations for change but they must be referred to Head of External Affairs and, where applicable, the CEO. 


	Responsibilities 

	Key responsibilities\accountabilities 
	Key performance measures 

	
	

	Communications – oversight and co-ordinate corporate communications activities across APM, providing clarity, prioritisation and strategic insight
	Communications plan created and maintained. 
Close working relationship across APM team heads created
Collaborative approach with other teams and departments

Clear agreed understanding established of what is covered by corporate comms versus product marketing and commercial messaging


	Develop a communications plan   working with key stakeholders to develop a central set of themes identifying priority activity around those reflected across all channels including Project magazine
Manage - On behalf of the External Affairs and other departments, devise and implement the APM corporate communications plan and manage all corporate communications activities (via a communications grid) in line with the organisational strategic direction set out in APM strategy.
Chair regular Comms steering group to review and oversee key communications. 
	Plan created - which provides a holistic plan covering strategic themes and priorities. 
Plan maintained via a grid. 

APM Strategic objectives effectively channeled into plan. 
Meetings regularly held and actions recorded. 
Demonstrable flow of targeted comms relating to strategy and business plan. 

	Work with the Head of Marketing and other key stakeholders to identify best practice for communications through the various channels and make recommendations to ensure a consistent high value approach.

 Review to include existing and future communications channels and communications resources and systems used in effective and cost sensitive way- including list of key news and other communications networks or databases.
	Positive relationship established with marketing to enable both functions to fully perform
Recommendations adopted and widely supported

	Create plan to raise profile for new CEO as well as promoting ongoing profile for President and Chair where required. 
	Feedback from senior APM officeholders
Demonstrable impact 

	Manage an APM annual schedule of key external communications, including production of the annual report and members’ report; working closely with senior colleagues to ensure that all publications meet the highest written/design standards. 
	Schedule maintained through communications grid. 

Feedback from heads of department on effectiveness 

	Develop and maintain a short ‘about APM’ note for generic use – regularly updated. Develop and maintain key communications messages and regularly review across all APM heads of departments 
	Feedback on its effectiveness. 

	  Database list created and maintained

  
	Develop priority set of media contacts\targets and build relationships based on strategic priorities.

Metrics on impact 

	Day to day management of the Communications budget, ensuring resources managed effectively 
	Budget effectively managed 

	Work closely with Marketing team particularly coordinated oversight of external communications in relation to multi-channel campaigns; value propositions of APM products and services and web activity. 
	Feedback from Head of Marketing and other colleagues
Meeting metrics and KPIs 

	Act as the first point of contact for the media –initiating or responding where appropriate. In doing so, develop a list of APM spokespeople and train as required
	Measurable Impact as well as feedback 
Sensitive, timely effective communication to relevant stakeholders. 


Person Specification – Communications Specialist
	Attribute
	Description


	Essential / desirable

	Qualifications (7)
	· Educated to degree level or equivalent 
· Relevant communication qualification, CIPR membership or equivalent 

	· Essential
· Desirable

	Experience (8)
	· Good track record of communications responsibility at senior levels across either public, private or voluntary sectors

· Demonstrable ability in creating clear and simple messages from technical or professional content 
· Credibility with the profession and with stakeholders
· Proven working experience in public relations, social media or related field
· Excellent command of spoken and written language: the ability to put things clearly and simply so that others can understand
· Ability to write in a variety of styles to appeal to different audiences
· Ability to effectively present information in one-on-one and small group situations to the media, customers, senior management and other staff members
· Ability to handle sensitive information in confidence and with discretion
· Demonstrable social networking experience and social analytics tools knowledge

	· Essential

· Essential
· Essential

	Knowledge
	· Expertise of communications skills and current practice including social media 

· Knowledge of a professional body, project management or similar would be of benefit


	· Essential
· Desirable


	Skills
	· Exemplary communications and stakeholder management skills at all levels of an organisation with the ability to maintain and extend stakeholder relationships 
· Excellent time management and attention to detail

· Outstanding communication skills, both in terms of written and oral work, with demonstrable technical experience of communicating effectively with a broad range of internal and external stakeholders
· Ability to conduct presentations and facilitate group discussions
· Presentation skills

· Cross functional team working skills 
	· Essential 
· Essential 

· Essential 

· Desired 


	Supporting Behaviours

	Behaviour
	Description

	Communication
	Ability to communicate appropriate, concise and accurate information in written and verbal formats


	Customer and Supplier Focus
	Ability to understand the needs and priorities of stakeholders (inside and outside the organisation) and the desire to meet their expectations


	Working Together / Teamwork
	Ability to understand and interpret other people’s behaviour, concerns and motives
Willingness and ability to lead, guide and motivate others towards a common goal
Ability to build and maintain networks of business contacts in and beyond the company who may contribute to success


	Leadership and Developing People
	Ability to assist team members in reaching full potential through feedback, coaching, development and training and working across departments.
Ability to convince others to your own point of view, to gain acceptance, support and commitment


	Problem Solving and Ownership
	Ability to tackle issues and problems in a logical, step-by-step way. 

Desire to ensure accuracy and quality in work delivered

Ability to make swift decisions and judgments even in the face of ambiguity or criticism

Tendency to set high goals for self and others, focusing on the delivery of targets, quality and deadlines



	Improvement, Change and Creativity
	Willingness to challenge assumptions and ability to adapt or generate imaginative and innovative ideas


	Planning and Organising
	Ability to pre-empt problems and seize opportunities without waiting to be told
Ability to develop clear, efficient and logical approaches to work
Ability to make effective and appropriate use of technical skills and knowledge
Ability to make quick judgements and think on your feet. 


	Organisational Commitment
	Commitment and understanding of the ethos of a Royal Charter body 


	Resilience
	Willingness to accept change and ability to maintain effectiveness in a changing environment.

Ability to maintain control and performance during stressful situations
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