Confidential

[image: image2.jpg]






Role Description – External Affairs co-ordinator 


	Role title
	External Affairs Co-ordinator 
	
	
	Department
	External Affairs 

	Reports to (1)
	Head, External Affairs 
	Direct reports (1)
	nil

	Key relationships / interfaces (1)
	Internal: 
	Professional Standards, Knowledge, Commercial and Marketing teams but other teams as appropriate.

	
	External:
	Apprenticeships stakeholders, other stakeholder for external affairs stakeholders. Apprentices, and schools and colleges and universities. 

	Role purpose (2)


	To be primarily responsible for providing logistical support for to the External Affairs team. 
Acting as a first point of contact for APM External Affairs they will provide advice and assistance on the APM research programme and APM external affairs activity particular in relation to the apprenticeships and wider educational outreach programme.  Key responsibilities will include: coordinating finance data, information and data management, helping to support APM research and education-related events and providing content and dissemination support to the team. The post may also include some desk based research when required.

	Breadth of responsibility (3)
	Co-ordination information as well as providing logistical support to the EA team.

	Dimensions and limits of authority (4)
	With approval of line manager.


	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	General

	· Coordinate apprenticeship activity including liaison with Commercial team to get monthly apprenticeship MI from training providers – and produce a monthly update 
· Monitor RoATP and contact providers that are not accredited with APM to add to prospect database – liaison with commercial team
· Weekly check of APM careers site – liaison with provider to source case study content for social media use 
	Monthly apprenticeship MI from training providers and monthly update conducted
Prospect database populated monthly

Case study content for social media use sourced.

	· Apprenticeships - Undertake competitor analysis every quarter of similar professional bodies – and produce an update
	· Quarterly competitor analysis of similar professional bodies produced within the agreed timeframes.

	· Undertake competitor analysis every quarter of Support co-ordination of school and university outreach events – logistics


	· Quarterly competitor analysis of support co-ordination of schools and university outreach events-logistics produced within the agreed timeframes. 

	· Provide secretariat for weekly team meeting and help support requests when team members are out of office. 
	· Weekly updates provided

	· Support in coordinating events in schools HEIs and with employers 
	· Timely and accurate resources produced Continuous improvement via feedback from Education Manager

	· Requisitioning and managing purchase orders and assisting with other finance tasks, including budget tracking to monitor spend, working with APM Research Manager
	· Tasks completed within defined timescales.

· Feedback from research manager and finance team 

	· Working with researchers to produce posters or other formats such as infographics to showcase their research; 
	· Timely and accurate resources produced within agreed timescales

	· Supporting External Affairs\Research and other educational events and providing administrative assistance when required
	· Tasks completed within defined timescales.

	· Acting as the primary point of contact for research and external affairs support including answering enquiries received via the research@apm.org.uk and external.affairs@apm.org.uk  inboxes.
	· Queries responded to and resolved within defined timescales. 

	· Providing coordination to the production of Research Summaries working with Research Manager, technical writers and authors.
	· Defined targets and key dates and times

	· Supporting research dissemination by working with academics and authors to create research blogs and leading the production of APM’s monthly research newsletter
	· Co-ordination of materials completed resulting in Monthly newsletter finalised within defined timescales.

	· Managing research and external affairs content on the APM website, for example helping to produce web text, by adding graphs to report pages, creating links between different areas of content or suggesting a structure for a new resources area on the site;
	· Proactive approach with Innovative and creative solutions proposed and implemented.
· Delivery to specified requirements and deadlines

	· Communications support: updating APM website and internal records to keep information current (e.g. on events, consultations and opportunities for funding)
	· Record achievements 
· Delivery to specified requirements and deadlines

	· Maintaining APM contacts lists
	· Delivery to specified requirements and deadlines

	· Contact management: refreshing contact details with our members and collaborators on APM’s CRM system.
	· Delivery to specified requirements and deadlines


Person Specification – Co-ordinator
	Attribute
	Description
	Essential / desirable

	Qualifications (7)
	· Educated to degree level


	· Desirable

· Desirable

	Experience (8)
	· 2 to 3 years’ experience of world in a work environment that is outward facing e.g. PR communications, marketing or similar. 

· Budget management experience
	· Desirable


· Essential



· Desirable

	Knowledge
	· Knowledge of the educational and research environment 

· Information and how to present it

· Appreciation of the work of a professional body
	· Desirable

· Desirable l

· Desirable

	Skills
	· Able to plan and use digital media effectively

· Ability to build effective business relationships 

· Effective PC skills including Word, Excel, PowerPoint 

· Strong ability to produce clear written documentation

· Excellent communication skills – written and verbal

· Well-developed teamwork skills

· Strong organisational skills

· Negotiation skills

· Effective presentation skills
	· Desirable 

· Essential 

· Essential


l

· Essential

· Essential

· Essential

· Desirable

· Desirable

· Desirable

	Behaviour / competency (9)
	· Analytical thinking and commercial outlook

· Communication skills

· Customer focus

· Interpersonal skills

· Planning and organising

· Relationship building

· Concern for accuracy

· Results driven

· Technical and professional expertise
	· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Essential

· Desirable
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