	JOB DESCRIPTION


	Position:
	External Affairs Manager (FT/PT/job share optional)
Maternity cover (12-month contract)

	Reports to:
	Associate Director
  

	MAIN PURPOSE OF JOB

To manage the Centre for Local Economic Strategies’ external affairs and communications. It will be your job to ensure that our key messages, including policy and research findings, are delivered in an inspiring, suitable and attention-grabbing manner to our target audiences. 
DUTIES

· Create and lead delivery of quarterly communications strategies to inform priorities, messaging, actions, capacity and maximise reach. 
· Manage and develop the organisation’s communications capacity and outputs. This includes working with external consultants and developing skills within the team.
· Work with theme leads to develop messaging, communications plans and outputs across all communications channels, including co-authoring theme publications, producing web content and events planning.
· Directly manage the communications roles and responsibilities of other team members. 
· Manage the organisation’s communications procedures and policy, including adherence to brand guidelines, social media policy, and quality control processes.
· Manage the development, regular maintenance and data analytics of CLES’ digital and print communications channels, including media lists, social media platforms, website, mailings and publications.
· Work with project managers to produce communications outputs for projects, including events, publications, web content, reports and press work. 

· Work with others to frame and curate CLES’ presence at events, including CLES’ presence at annual party conferences.

· Be the main point of contact for all press related enquiries, write press releases and work closely with colleagues to write and place articles in national and specialist press.
· Contribute to the communications elements of funding proposals and tender submissions.
· Report on data analytics and communications updates for the CLES Board of Trustees.
· Manage external relationships that are key to CLES’ communications.
· Support members of the CLES team to develop their external profiles.
CLES actively welcomes applications from all sections of society. Our aim is that we are truly inclusive, and we are committed to a culture where diversity is celebrated. 

 

	In order to reflect organisational or procedural changes, the job description may be subject to variation by management, following consultation with the post holder.


