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Member Communications Manager (Digital) - Contract 

£250 - £300 day rate depending on experience 

Full time – 35 hours week (flexibility or reduced hours could be considered)
Location – Office based in Princes Risborough, Buckinghamshire, with some remote working possible 

The award-winning Association for Project Management (APM) is the Chartered body for the project profession. APM is a registered educational charity with over 27,000 individual and 600 corporate members making it the largest professional body of its kind in Europe. APM is committed to developing and promoting a professional approach to project management through our broad offering of professional membership, qualifications, publications, resources, research and events. Our vision for the profession is ambitious, challenging and radical. Above all, it reflects what society expects: a world in which all projects succeed.

This is an exciting opportunity for a communications professional to audit, improve and deliver APM’s suite of member communications outputs over a 6 month period.  
The Member Communications Manager (Digital) will be working with the Corporate Communications Manager, PR Freelancer, Head of Marketing, APM marketing and key stakeholders and heads of department across APM to deliver timely, interesting, attractive and effective newsletter and other digital content to our 27,000 members. 
The successful candidate will report directly to the Corporate Communications Manager and will have personal management responsibility for all APM newsletter outputs, news articles on our home page and data and analysis related to these in order to constantly improve efficacy. 
Person Specification 
· At least 3 years’ experience of working in a communications or marketing department, preferably in a commercial environment

· Experience of executing newsletter outputs with a focus on digital 

· Effective PC skills including Word, Excel, PowerPoint 

· Strong written and verbal communication skills, a great writer & communicator as well as technical expert
· Ability to build effective business relationships 

· Excellent interpersonal and team working skills, with good experience in stakeholder management
· Strong organisational skills

· Relevant experience creating newsletters online/using digital platforms (e.g. Dotmailer, MailChimp)

· Experience of using content management (CRM) systems.

· Understanding of email marketing best practice principles and campaign optimisation initiatives.

· A strong work ethic, detail oriented and process driven, with superior attention to detail.

Role Description – Member Communications Manager (Digital) - Contract
	Role title
	Member Communications Manager (Digital)
	Grade
	
	Department
	Marketing 

	Reports to (1)
	Corporate Communications Manager
	Direct reports (1)
	

	Key relationships / interfaces (1)
	Internal: 
	Leadership team, All Heads of Department, Other internal specialists such as Education Manager, Research Manager, Content Publishing Manager 

	
	External:
	Members, Volunteers, Media, Suppliers, and wider public

	Role purpose (2)


	Working as part of a highly skilled and well-carespected communications team to help APM to raise the profile of the organisation, and the project profession 

Designing and delivering member communications, though a suite of APM newsletters, to achieve APM’s strategic objectives, with a view to increase the quality, reach, relevance and impact of a range of well-crafted communications outputs to our key audiences. 



	Breadth of responsibility (3)


	Newsletters 
· Newsletter Audit – Conducting an audit of our newsletters to make a series of recommendations and improvements with a view to 

· Delivery of interim improvements to Business As Usual output whilst the audit takes place

· Redesign of the newsletter content, design and even frequency on the back of the recommendations of the audit. 
· Production of APM Newsletters – Ownership, creation & delivery of APM’s suite of agreed newsletters using Dot Mailer. To include: 

· Management of the newsletter editorial calendar for all newsletters 
· Procurement of news stories from across the organisation

· Writing news stories in partnership with and on behalf of individuals within the organisation
· Making improvements and maintaining newsletter templates

· Adding to and maintaining a high-quality image library

· Promoting APM newsletters to our members – creating suitable approaches to promote our newsletters with a view to improving the quality and quantity of our mailing lists. This in partnership with the campaign manager through internal APM activity as well as any suitable external opportunities. 
Content 

· Project Journal - Digital Content – responsibility for ensuring digital content provided by APM’s owned publication ‘Project Journal’ is utlised as has been agreed in newsletters and other online sources.  This may also include the creation of an additional APM newsletter to the above – tbc – for which the post would be responsible for formatting, distributing and conducting analysis of newsletter analytics. 
· Data management – Managing, maintaining and improving our newsletter mailing lists, using our CRM system (Pro8). Using analysis tools and data including DotMailer and Google analytics to understand efficacy of the newsletters etc. 
· Website – Contributing copy and taking responsibility for posting content to specific sections of the website as required. Lead responsibility for the news section and input to the blog section too
· Writing – Creating a wide range of additional written content for APM’s communications platforms (eg. website, newsletters, social media, intranet & PR) 
Data & Analysis

· Reporting – regular reporting on newsletters using pre-agreed metrics 
· Innovation - Following the latest industry trends and techniques, feed ideas back to the team, to deliver improvement opportunities.

Other 
· Communications related tasks, as a part of the wider communications team, and as required by the corporate communications manager



	Dimensions and limits of authority (4)


	Reports into Corporate Communications Manager (the head of the communications department) 

Personally accountable for all outputs, but with sign off and approvals from a variety of key stakeholders across the organisation 
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