	Job Title
	COMMUNICATIONS OFFICER (Fixed-term contract)

	Grade
Salary
Hours
	Grade 2
£25,000
Monday to Friday, 09.00 to 17.00 (35 hours per week). Occasional work may be required out-with normal office hours and part time hours may be considered for this post (4 days per week)
Working remotely due to COVID19 in a first instance

	Starting Date
	Monday 01 March 2021

	End date
	Friday 29 October 2021

	
Role
	To develop and lead on communications projects, particularly relating to corporate activity and internal communications but also providing support on other projects as identified as a business need by the Head of Communications.  

	


Key responsibilities
	· Develop internal communications tools and processes to ensure timely and effective communications for staff
· Support the Head of Communications on producing the thrice-yearly magazine ‘Resource’ and other corporate publications
· Plan and deliver communications activities relating to Fellows such as the bulletin, New Fellows booklet and other items identified through business planning 
· Lead on other communication activities as defined by Head of Communications in response to business need such as the regional strategy and public engagement activity
· Engage with internal and external stakeholders and contractors to raise RSE profile
· Maintain communication planning systems to manage trafficking and delivery
· Produce reports for marketing and other activity
· Prepare copy and media for range of internal and external publications

	






Key Competencies /Skills

	ESSENTIAL

· Experienced in corporate and internal communications
· Leading and managing high quality communications across print and digital platforms
· Ability to plan and work under pressure and manage multiple projects simultaneously and within budget
· Experience with engaging with range of internal and external stakeholders 
· Experience of working within/or for a similar environment and maintaining networks
· Excellent written, communication and visual storytelling skills, including writing articles, blog pieces, social media posts 
· Experience in working with designers and printers
· Excellent organisation skills
	DESIRABLE

	


Key IT Skills

	Word/Outlook/Website
	Excel

	
	Intermediate
	Intermediate

	
	Adobe Creative Suite
	PowerPoint

	
	Intermediate
	Intermediate

	
	CRM CIVI Database 
	Others

	
	
	

	Staff Management 
Responsibilities
	None

	Responsible to
	Head of Communications

	
Key Customer Groups
	External: General public, government and other public organisations, other academic organisations, designers, printers, marketing colleagues 
Internal: All RSE staff, Fellows



Job Specification

Develop internal communications tools and processes 
· Review existing materials and staff surveys to develop a plan that introduces and implements tools and processes that ensures effective internal communications for RSE staff 
· Work with the IT manager and HR Senior HR Adviser to develop the potential of SharePoint to become an RSE intranet
· Take advantage of latest developments in internal communications to constantly be looking to improve internal communications

Support with producing thrice yearly magazine ‘Resource’ and other corporate publications
· Produce copy, edit articles, gather ideas, and liaise with external magazine designers, photographers on RSE magazine Resource. Provide contact lists, promote magazine through corporate and other digital channels, liaise with external PR company on articles for media usage
· Work on other corporate publications such as the Annual Report and ‘About Us’ type leaflets

Plan and deliver communications activities relating to Fellows 
· Collate copy from colleagues and others, write and also edit copy for the Fellows bulletin and issue
· Produce 2021 New Fellows booklet involving preparation of copy, images, liaison with designer to produce document that can work in print and online. 
· Work with external PR company to promote New Fellows through the media
· Work closely with Fellowship Team to ensure a steady flow of quality updates and news for Fellows, identifying new tools and processes to improve Fellowship communications

Lead on other communication activities as defined by Head of Communications in response to business need such as the regional strategy and public engagement activity
· Prepare fully formed marketing plans for projects to be identified, such as for public engagement and the regional strategy
· Evaluate campaigns for effectiveness
· Produce reports for marketing and other activity
· Prepare copy and media for range of internal and external publications

Co-ordinate and deliver designed materials for marketing campaigns
· Produce campaigns that work across all RSE digital platforms as appropriate and also with other external platforms such as Zoom, Eventbrite and conference platforms
· Prepare specifications and identify and appoint designers, printers, and manufacturers to work on producing marketing collateral for projects
· Liaise with staff and external contractors to deliver marketing materials within time and budget
· Occasionally design minor pieces of collateral for campaigns 

Engage with internal and external stakeholders to deliver key projects and raise RSE profile
· Identify synchronicity between projects and events both internally and externally to maximise marketing effort by the RSE
· Identify and contact key stakeholders throughout the city and the country who can help amplify the RSE message and promote and support the RSE’s mission
· Appoint and manage content producers including photographers, videographers, and others to help in the development of running marketing campaigns

Maintain communication planning systems to manage trafficking and delivery
· Develop and maintain a work planning system for marketing that allows for simple tracking of activity

Produce reports for campaigns and other projects
· Prepare reports to a high standard for SMT and other teams following delivery of campaigns and projects detailing objectives, methodology and evaluation with good use of visuals and explanations to illustrate the campaign 

Prepare copy and media for range of internal and external publications
· Provide copy for digital activity (website, social media) as well as for external magazine, reports and in support of PR activity as appropriate

Corporate Expectations

· Apply RSE’s key behaviours and skills (See “Our Expectations” enclosed below).
· Adhere to the RSE vision, mission, and values
· Ensure all processes comply with data protection legislation and are in accordance with RSE record management policy and processes
· Observe all health and safety requirements
· Work within and promote policies in relation to the RSE Diversity Policy
· To undertake any training as required by the job description, in line with the business needs or required by your team leader
· To undertake other reasonable tasks as required by RSE
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KEY BEHAVIOURS AND SKILLS
OUR EXPECTATIONS

These are the key behaviours and skills we expect of our staff. They are not
an exhaustive list of all that is needed to efficiently and effectively do your job,
but they are the key ingredients that will enable you to do so and which will
help us be a successful organisation.

WE EXPECT OUR
PEOPLE MANAGERS TO

* Demonstrate and provide leadership

* Manage individual & team(s) performance

* Support staff development

* Support staff wellbeing

 Motivate their team(s)

¢ Hold regular one to one meetings with individuals

* Have clear and regular communications with the teaml(s)
* Manage conflicts within their teaml(s)

¢ Foster and maintain a culture of trust and empowerment
with individuals and the teaml(s)

* Provide their team(s) with advice and information on
business related matters, e.g. finances, plans etc

* Work effectively across team boundaries

THE BEHAVIOURS
WE EXPECT FROM
ALL OUR STAFF ARE

¢ Operating professionally,
objectively and with integrity
¢ Approachable and supportive of colleagues @ 1
and others 4
¢ Reliable, delivering on the promise made (&) J
or the task set )
The Royal Society
of Edinburgh

KNOWLEDGE MADE USEFUL

¢ Respect and trust in colleagues and others
¢ Listening and learning from colleagues and others

¢ Sharing and communicating relevant information
with colleagues and others

* Constructively tackling difficult issues
and circumstances

* Positively promoting us and our work

OUR DELIVERY
EXPECTATIONS
OF ALL OUR
STAFF ARE

Meeting deadlines set to the quality required

Understanding and contributing to our business /
operational plans and how this connects with our
strategic ambitions

Ensuring every activity has a communications plan

Ensuring every activity has an outcome aligned
with our strategy

Ensuring every activity has an impact gathering
measurel(s)

Connecting & communicating effectively with
colleagues & others

Achieving value for money with resources provided
Competence in using the IT software needed for
the job

Applying our performance appraisal process
soit's intended outcomes are achieved




