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Communications Manager
Job Description

The Communications (Comms) Manager will be responsible for leading, managing and coordinating Communications strategy and activity for the organisation as agreed by the Board of Directors and Chief Executive in furtherance of the delivery of our Strategic Plan.

Responsible to: Chief Executive.

Line Management: The Comms Manager will have line management responsibilities for one part time Communications Officer.

The main areas of responsibility and duties will include:

· Developing and implementing a communications strategy 
· Managing all media and communications work including establishing links with the media and key external agencies and partners including elected representatives.
· Reviewing and updating internal publications
· Ensuring the quarterly magazine On the Level is produced and distributed
· Developing a system, including monitoring and evaluation processes, for managing incoming support services, eg phone calls, messages via website/social media/email.
· Developing and implementing plan and content for major campaigns in line with annual Business Plan targets
· Taking overall responsibility for Bipolar Scotland’s website, ensuring that
existing content is up to date and that new content is added regularly
· Reviewing digital communications and agreeing required changes with Chief Executive
· Planning and posting social media engagement and content in accordance with agreed targets and strategy
· Gathering active data from organisational activities to inform reporting
· Producing and publishing reports on relevant issues in consultation with colleagues
· Co-ordinating media and social media reports
· Leading on Bipolar Scotland’s involvement in SMHAF Annual Writing Competition
· Managing Comms budget
· Planning and organising events to promote the organisation, working with colleagues as appropriate. 

The Comms Manager will adopt a professional manner at all times and will adhere to Bipolar Scotland’s values. Confidentiality of information and data shall be maintained as required by Bipolar Scotland policies and procedures.  The Comms Manager should be familiar with office procedures and routines, and when office based should assist in day to day office procedures and attend to incoming phone calls and mail as appropriate.

The Comms Manager will contribute to Team Meetings and participate in joint work with other staff as appropriate. 

The postholder will undertake any other tasks as necessary, and where directed by the Chief Executive.

The post will initially be home based due to current government Covid regulations. In time, the post will be based in our office in Paisley, or a hybrid arrangement to be agreed. There will be a requirement for significant travel throughout Scotland. Some evening and weekend work may occasionally be required. 
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