	PERSON SPECIFICATION



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

	Reports to:
	Associate Director
  

	
	CRITERIA
	ASSESSMENT

	SKILLS/KNOWLEDGE/EXPERIENCE

	
	Experience of meaningfully contributing to an overarching communications strategy to inform priorities, messaging, actions, capacity and to maximise reach.
	Essential
	CV and

Interview

	
	Experience leading on an overarching communications strategy that enables an organisation to inform priorities, messaging, actions, capacity and to maximise reach.
	Desirable
	CV and

Interview

	
	Experience in developing and managing multiple communications projects simultaneously.
	Essential
	CV and

Interview

	
	Experience of producing messaging and outputs for a variety of channels, including co-authoring publications, producing web content, creating engaging social media strategies and events planning.
	Essential
	CV and

Interview

	
	Experience of managing communications procedures and policy, including enforcing adherence to brand guidelines, social media policy, and quality control processes.
	Essential
	CV and

Interview

	
	Experience in developing and managing digital and print communications channels and tools, including media lists, social media platforms, website, mailings and publications. 
	Essential
	CV and

Interview

	
	Experience of using MailChimp, Wordpress and Google Analytics.
	Essential
	CV and

Interview

	
	Excellent design skills, including ability to produce infographics, use InDesign to design publications for print and Premiere Pro to produce films.
	Desirable
	CV and

Interview

	
	Experience of preparing documents for print publication. 
	Desirable
	CV and

Interview

	
	Experience of framing and curating events for different audiences, such as fringe events at annual party conferences, national summits and networking events.
	Desirable
	CV and

Interview

	
	Experience of managing press related enquiries, writing press releases and placing articles in national and specialist press.
	Essential
	CV and

Interview

	
	Experience of contributing to the communications elements of funding proposals and tender submissions.
	Desirable
	CV and

Interview

	
	Experience of collating and reporting on data analytics.
	Desirable
	CV and

Interview

	
	Experience of supporting a wider team of non-communication specialists to effectively disseminate their messages to a diverse audience.
	Essential
	CV and

Interview

	
	Good presentation skills, adept at adjusting style depending on audience.
	Essential
	Presentation at Interview 

	
	Good internal and external relationship and networking skills.
	Essential
	CV and

Interview

	
	Experience establishing and maintaining relationships key to external communication, including with the media and interest groups.
	Essential
	CV and

Interview

	
	Specific knowledge of at least two policy areas relevant to CLES: 

· the voluntary, community and social enterprise sector

· local economic development

· regeneration and community development

· social inclusion and poverty

· public service reform and local government

· equality, diversity and inclusion

· investment/finance and applied economics

· housing
	Desirable 
	Interview

	WORK RELATED CIRCUMSTANCES

	
	The ability to travel widely within the UK from a Manchester base.
	Desirable
	Interview


