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Job Description

Job title:		Communications Manager (Catholic Education Service)

Line Manager:	Director of Partnerships & Public Affairs

Role Purpose:
[bookmark: _Hlk87966213][bookmark: _Hlk93504180]You will deliver a proactive and reactive communications strategy, including responding to press enquiries and managing the external messaging for the Catholic Education Service (CES). Working with education journalists, Directors of Education and Government you will champion the work of over 2000 Catholic schools, colleges, nurseries and universities to external audiences.

Responsibilities:
Education Communications
· [bookmark: _Hlk114067127]To design and implement the CES’s communications strategy.
· To be the point of contact for education media enquiries, including drafting press releases and managing interview requests.
· To manage the CES’s relations with journalists.
· To be responsible for the CES’s digital communications and social media channels. 
· To develop the CES website. 
· To coordinate a database of education spokespersons.
· To produce the CES Annual Report and Strategic Plan.
· [bookmark: _Hlk114067181]To provide support to dioceses and schools on communication and public affairs issues.
· To support and offer advice to senior colleagues on the media and in moments of crisis.
· To produce resources for dioceses and schools when appropriate.
· To draft speaking notes and correspondence.
· Work closely with the Director of the CES to ensure that the CES meets its aims, objectives and obligations. 
· To advise on policy formation and development across all work areas of the CES.
· [bookmark: _Hlk114067225]To monitor developments in the media and national education policies which are of relevance to Catholic education.
· To research and provide briefings on relevant education policy issues to shape communication and public affairs strategies.
· To be a champion of Catholic education and ensure that the positive contribution of the Church is evidence based and informs Government policy effectively.
Public Affairs
· [bookmark: _Hlk114067242]To coordinate and manage national campaigns in line with Bishops’ Conference and CES public affairs priorities.
· Design, implementation and evaluation of campaign strategies.
· Drafting and enforcing of key messages.
· Production of campaign literature.
· To assist in events organisation in line with partnerships and public affairs priorities.
Partnerships
· [bookmark: _Hlk114067270]To work in close collaboration with the Director of CES to ensure that partners are effectively aligned with the Bishops’ strategy for Catholic education.
· To work in close collaboration with the Digital Manager of the Bishops’ Conference to ensure CES messages are aligned with the Bishops’ Conference.
· To represent the CES and Bishops’ Conference at external events.
· [bookmark: _Hlk111038095]To work closely with staff in the Mission, Policy and Research and Communications Directorate of the Bishops’ Conference to deliver partnerships projects with agencies, dioceses, and the wider Catholic community.
Any other related activities that may be required by the Director of Partnerships & Public Affairs 

Person Specification
Essential:
	Competency
	Criteria
	Assessment

	Enthusiasm and commitment to work in a busy team environment with a positive can-do attitude.
	· Provides evidence in CV
· and Interview
	· Covering letter
· CV
· Interview

	Extensive experience working in a dynamic communications and public affairs environment 
	· Provides examples
	· Covering letter
· CV
· Interview

	Demonstrates significant experience delivering effective pro-active communications to support and establish organisational objectives
	· Provides examples
	· 

	Demonstrates ability to respond at pace to complex media enquiries and deliver positive outcomes. 
	· Provides examples
	· 

	Excellent written and spoken communication skills 
	· Ability to communicate clearly, recognising the importance of nuance in sensitive subject areas
	· Covering letter
· CV
· Interview

	High level of proficiency with Microsoft Office and broader experience of Content Management Systems, digital platforms, and design software
	· Provides evidence of competency 
	· Covering letter
· CV
· Interview

	Ability to follow guidance, pay close attention to detail and record data accurately. 
	· Provides examples 
	· Covering letter
· CV
· Interview

	Ability to work calmly and competently under pressure and achieve deadlines
	· Provides examples
	· Interview

	Self-motivated and able to prioritise work to achieve deadlines without compromising quality.
	· Provides examples
	· Covering letter
· CV
· Interview

	Commitment to working flexibly and collaboratively with colleagues
	· Provides examples
	· Interview




Desirable:
· Knowledge of the education sector
· Experience of working with government facing organisations
· Experience of working with the Church and/or charities 
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