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Job Description

Job Title:

Communications Manager, Scotland
Reference:

SUS2959
Salary:

Grade H:  £31,369 per annum 
Hours:

37.5 per week

Fixed Term:

Permanent
Base:
Sustrans Scotland Offices in Edinburgh
Job Purpose:

To manage communications of all Transport Scotland funded projects, ensuring the full range of projects are showcased and given media profile. By building senior relationships, the post holder will lead a small team that will communicate Sustrans vision, mission, achievements and values to the media and wider society and that will provide communications and media support for all Sustrans Scotland’s policy and advocacy work. 
Place in organisational structure:

The postholder will report to the Head of Policy and Communications and liaise closely with the Director, Scotland, the Deputy CEO, Sustrans, and the Director of Urbanism who form the Executive Group (Scotland).  
Key Relationships:

Internal:

Head of Policy & Communications, Scotland




Director, Scotland




Deputy Chief Executive / Executive Director, Scotland




Director of Urbanisam

Head of Delivery and relevant managers in all delivery areas 
Policy Manager
Head of Brand and Marketing, Sustrans UK

Media Manager, Sustrans UK

Communications Network

Research and Monitoring Unit




Other Sustrans staff 
External:

Scottish Government Ministers and staff

Transport Scotland civil servants – Communications leads
Local Authority cabinet members and key Councillors 




National and local media




Active Travel Delivery Partner Communications leads  




Partner organisations
Key responsibilities:
Delivery of project or services
1. To develop a communications plan to deliver the policy, public affairs and communications strategy to all Sustrans audiences. The plan should include key messages, audiences and a programme of activities e.g. events, launches, media appearances, etc. 
2. To increase and improve communications and advocacy opportunities for Sustrans Scotland, at a national and local level by collaborating with communications leads in other active travel and sustainable transport organisations on campaigns of shared interest. 
3. To plan and lead the delivery of communications campaigns in Scotland in agreement with the Head of Policy and Communications. This will include identifying communications’ objectives, target audiences, development of creative briefs and where necessary, liaison with external agencies to deliver. 
4. To expand and consolidate proactive relationships with the media and create and deliver opportunities for a high quality media presence in Scotland by regularly responding to media requests, placement of stories and development of relationships with key media figures. 
5. To proactively offer media comment on research, policy in order to maintain Sustrans Scotland as an authoritative voice. 
6. To provide detailed briefings for Deputy CEO, Directors, Head of Policy & Communications ahead of media appearances, deputising as a spokesperson where needed.  
7. To build relationships with external affairs organisations with whom Sustrans Scotland should be working with to increase our reach and the impact of our messaging.
8. To support Sustrans’ central communications activity, for example by collating information for online and offline publications, liaising with Sustrans press office staff to undertake local media work.

9. To ensure all relationships and activities undertaken by Sustrans Scotland are managed using established CRM procedures.
10. In agreement with the Head of Policy and Communications, to develop and deliver the TS Communications Project.
11. To manage the communications of Transport Scotland funded projects in each delivery area ensuring that it builds profile of TS funded projects with key audiences.
12. To develop communications plans for outputs from the Scottish Research Programme (SRP), working with the Head of P&C to identify priorities. 

Policy and advocacy work
13. To co-ordinate and coach staff within Sustrans Scotland in developing proactive relationships with the media.
14. To support Sustrans presence at political conferences, seminars and events so that Sustrans Scotland has the visual presence of a leading player in the policy and advocacy sector. 
15. To enhance and communicate Sustrans values and work with civic society and national stakeholders.
People management

16. To lead, manage and plan the work programme for the Senior Communications & Promotions Officer; Senior Communications Officer, Infrastructure; Senior Communications Officer, Network Development; Senior Communications Officer, Behaviour Change. 
17. To manage, develop and coach team members by setting clear objectives and monitoring performance to maximise their potential.

18. To work with HR to ensure that training and development of staff is planned effectively and in line with business need.

Communication and marketing

19. To contribute towards raising the profile of Sustrans, by representing the charity at meetings, activities and events, as required

20. Act as Sustrans brand champion in Scotland, ensuring that all Sustrans Scotland marketing material and communications are aligned to Sustrans brand values
Training and personal development:
21. To attend essential Sustrans training as required by the Charity.

22. To ensure own personal development by working to objectives set as part of the Charity’s appraisal process.

Health & Safety, Safeguarding and Equality, Diversity and Inclusion:
23. To support and comply with the organisation’s policy for the management of Health and Safety.

24. To support and comply with the organisation’s policies for the management of safeguarding.

25. To support and comply with the organisation’s policy and procedures relating to Equality, Diversity and Inclusion and apply principles of best practice in own role.
Other: 
26. To carry out other duties as required.

Networks:

This role may have additional responsibilities as a member of a network of colleagues working on Sustrans-wide oversight of strategic communications.

Working Conditions:

The postholder will be based at the Sustrans office in Edinburgh, but will be expected to visit and work with staff based throughout Scotland and occasional UK nationally co-ordinated meetings, as appropriate.  Occasional overnight stays away from home, weekend and late working may be required.
While this role is primarily located in Edinburgh the post holder may be required to work from other locations from time to time in order to undertake additional or other duties as are reasonably necessary to meet the needs of the charity.

Special Note:

This job description does not form part of the contract of employment, but indicates how that contract should be performed.  The job description may be subject to amendment in the light of experience and in consultation with the jobholder.

Compiled:

Head of Policy and Communications
Date:


April 2020
Communications Manager, Scotland (SUS2959)
Person Specification: 
	Criteria
	Essential

	Qualifications, education and training
	Educated to degree level or equivalent in a relevant discipline such as  marketing, communications, journalism

	Experience
	Significant experience of mass and specialist communications and advocacy

Experience of developing and implementing communications plans, policies and budgets

Experience of development and delivery of communications’ campaigns 
Experience managing communications using a grid system

Project management and project planning experience

Experience of line management and remote supervision
Experience of working with and communicating through all forms of media
Experience of providing advice and support ahead of media appearances 


	Skills and abilities
	Ability to plan, co-ordinate and organise effective work plans 
Effective networking and relationship building skills.
Excellent written and verbal communications skills including ability to write press releases, web content, social media
Ability to see a media angle in research for the purposes of publicising 
Ability to understand reputational risk and advise accordingly
Good report writing skills

Good presentation skills

Good leadership skills

Ability to motivate others

Demonstratable ability to work to deadlines

IT literacy


	Knowledge


	Thorough understanding of the communications environment, including media, digital and marketing

Good understanding of the policy and influencing context within which Sustrans works

An understanding of the transport policy agenda


	Other
	Commitment to the promotion of sustainable transport and the ideals of Sustrans


	Criteria
	Desirable

	Experience
	Working with a range of stakeholders and funders 

Working for an environmental organisation



	Other
	Experience of delivering media training


