[image: image1.png]




ROLE PROFILE

	Role Title
	Communications Officer
	Grade / Salary
	E

	Directorate
	Central Services
	Department
	Communications Team

	Responsible to
	Head of Business Development
	Responsible for
	N/A


	Role Purpose

	The Communications Officer supports the Head of Business Development to implement the Thames Reach Communications Strategy to both an internal and external audience.

Operating in an environment that is complex and changing, the Communications Officer will develop communications that are sophisticated, informative and up to date, promoting the work of Thames Reach as well as raising public awareness of the issues relating to homelessness to a wide range of stakeholders.

In conjunction with the Website and Publications Editor, the Communications Officer will ensure that all communications, both internal and external, meet Thames Reach’s very high standards and use all relevant media and communication tools.


	Responsibilities and Accountabilities

	All Thames Reach staff are accountable to the Chief Executive, and in the case of Central Services teams are accountable to the Director of Finance and Central Services.
The Communications Team sits within Business Development.

	Responsibilities

1. Plan, develop and implement the Thames Reach’s Communications Strategy in line with the Business Plan, working alongside the Website and Publications Editor
2. Handle enquiries from journalists and other media contacts
3. Prepare and write articles and press releases
4. Arrange and organise events, interviews and press conferences acting as media spokesperson where necessary.

5. Monitor current affairs and coverage of the organisation within the media
6. Provide opportunities for homeless and ex-homeless people to have direct contact with the media
7. Promote Thames Reach events and campaigns

8. Work with the Fundraising Team to help deliver the fundraising strategy
9. Develop an internal training programme and facilitating training for managers and front-line staff
10. Maintain a database of contacts


	Knowledge, Skills and Experience

	· Experience of work in public relations, communications or media
· Excellent communication, interpersonal and writing skills
· The ability to write, edit and proof read suitable content for all media outlets

· Experience of managing and pro-actively using contacts in the on-line, print and broadcast media and influencing the nature of press releases, articles, interviews and video footage
· Experience of acting as a spokesperson for an organisation 
· Experience of organising media events, such as press conferences, interview programmes, filming or activities of a similar nature

· Business awareness and a good knowledge of current affairs 

· Ability to develop a training programme around external communications
· Ability to use social media to promote the organisations communications strategy
· Excellent IT skills including CRM’s and all Windows applications 

· Good understanding of the role of PR in effective fundraising strategies

· A mature and thoughtful approach to valuing diversity in the work place.

· An enthusiasm for Thames Reach’s work to end street homelessness, combined with a structured approach to work and excellent problem solving skills.


	Core Management Competencies 

	Attributes/behaviours the role holder must possess to be successful in the role

	Service Focused
	· Focuses on addressing organisational priorities 
· Understands the success of Thames Reach depends on the primacy and integrity of the whole organisation.
· Represents Thames Reach effectively to all internal and external stakeholders

· Works in partnership with others and service users 

· Portrays the organisation in a positive light

	Clarity of Purpose 
	· Develops objectives and targets linked to the business plan
· Establishes clear priorities, a practical framework for achieving them and keeps issues in proportion

· Focuses on quality, impact and outcomes/results
· Exercises judgement and confidence in decision making

· Takes ownership and responsibility for decisions that affect self, others and the organisation

	Managing Change and Innovation
	· Contributes to continuous organisational improvement and evaluation

· Anticipates the need for change and gets others on board

· Manages risks effectively and sensibly

· Responsive, flexible and optimistic

· Communicates change positively

· Produces and encourages innovations and improvements in systems and practices

	Leadership
	· Communicates a clear vision to others

· Maintains awareness of changes in the political, economic, social and technological environment which influence commercial awareness
· Honest, brave and acts with integrity

· Takes difficult decisions and gathers information to take measured risks
· Empowers and manages through others

· Makes the most use of financial and other resources; and interprets and monitors financial information appropriately

	Managing Others
	· Provides constructive feedback on performance; coaches and develops others on a timely and regular basis

· Maximises staff’s contribution to the organisation

· Rewards and recognises the value of employee contribution to the organisation

· Promotes openness and discussion and encourages others to contribute ideas to improve the performance of self, others and the organisation 

· Uses informal and formal procedures sensitively and appropriately

· Sees conflict as normal and healthy and effectively manages disagreements and differences of opinions

	Managing and Developing Self
	· Self critical and reflective

· Emotionally resilient and develops ways to manage stress and the pressure of the job 

· Manages upwards as well as downwards

· Identifies learning and development needs to enhance performance and help contribute to the achievement of the organisation’s objectives

· Actively addresses own continuous professional development needs

· Assesses and continually develops own competence, seeking and accepting feedback from others
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