	JOB DESCRIPTION



	Title:
	Press and Public Affairs Manager

	Location:
	IWF Offices, Waterbeach, Cambridge

	Prime responsibility:
	To creatively develop and deliver the public affairs and public relations strategy for the IWF
To enhance the reputation and awareness of the IWF with a responsibility for press, publicity and media relations.

	Accountable to:
	The Director of Communications (DoC)

	Key duties:
	Public affairs:
· To contribute to the creative planning and execution of the public affairs (PA) elements of the IWF communications strategy
· To manage the contract with the external PA agency; advise the DoC on the services required and support the procurement process of such services
· To foster a close working relationship with our PA agency
· To brief and advise the Directors Management Team (DMT) and other staff regarding political documents and initiatives from the UK and EU which may affect the IWF.
· To monitor political developments as relevant to the IWF
· To have regular contact with PA teams in London and Brussels to discuss strategies and tactics to meet the needs of the IWF.
· With the external PA agency, identify and engage with politicians in the UK and EU.
· To work with and advise the Marketing and Communications Co-ordinator regarding communications with our political supporters. 

Public relations:
· To creatively plan, execute and evaluate the IWF public relations strategy which will involve writing press releases and features, with promotion through all available channels.
· To plan and organise events as required to meet IWF organisational and communications objectives
· To manage, log and respond to the day to day media enquiries.
· To be an IWF spokesperson.
· With the DoC, build and foster relationships with local, national and international and specialist media and opinion-formers.
· Communicate the work and successes of the IWF among different target groups, enhance reputation and increase understanding of the IWF.
· To respond, where appropriate, to criticism using sensitivity and sound judgement taking into consideration the political and social context in which the IWF operates.
· To publicise IWF research.

Other:
· To deputise for the DoC where required.
· To manage a budget where necessary
· Some national and international travel will be required on an ad hoc basis.
· [bookmark: _GoBack]To work flexibly where required with some unsociable or weekend working on occasions.
· To give communications support to colleagues throughout the organisation and aid communications colleagues responsible for other disciplines.
· To support a positive working environment.
· To represent the IWF externally as appropriate.
· Carry out other duties as may be requested by the Chair, CEO or Deputy Chief Executive.
· Adhere to requirements of relevant legislation (i.e., Health and Safety, Data Protection).



	PERSON SPECIFICATION



	Competence
	Requirements
	Criteria

	Educational qualifications
	Educated to degree level
Evidence of continued self-development in the area of public relations and/or public affairs
	Essential
Desirable

	Experience
	At least five years’ communications experience
Experience of the IWF’s area of market activity
Experience of planning and implementing communications programmes
Evidence of measurable successes in previous role(s)
Politically aware
Evidence of working with national and specialist media

	Essential
Desirable
Essential

Essential

Essential
Essential



	Skills, abilities and knowledge
	A strategic and creative thinker
High level of written and verbal communications skills
Ability to work under pressure and to manage competing deadlines and demands
Ability to grasp complex issues
Understanding of market segmentation
Familiar with Word, Excel and PowerPoint
	Essential
Essential

Essential

Essential
Essential
Essential

	Personal qualities
	Highly motivated and flexible
Able to work constructively with CEO, senior managers, Board members and staff
Able to command the respect and co-operation of internal and external professional colleagues
Customer focused
Tact and diplomacy
Able to present a case persuasively to senior colleagues and external audiences
Performance driven
	Essential
Essential

Essential

Essential
Essential
Essential

Essential



