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Job Description
	



	Role Title: 
	Internal Communications and Engagement Manager 

	Department:
	Marketing, Communications and Engagement 

	Reports to:
	Director of Marketing, Communications and Engagement

	Pay Grade:
	Pts. 38 - 41

	Type of Contract:
	Full time permanent 

	Normal place of work:
	Head Office, Edinburgh with some opportunity for hybrid working. Minimum of two days a week in office with the days depending on needs of the business. 

	Line Manager?
	No 

	Budget Holder?
	No

	Criminal Record Check/PVG required?
	No

	Driving license for UK driving required?
	Yes - to attend meetings in locations away from normal place of work, many of which are not readily accessible by public transport.

	
	


Who we are

The impact of vision loss is huge. Too often, it leads to people lacking or losing confidence and independence. People with vision loss are at higher risk of unemployment, isolation, mental health problems, and financial challenges. It can have an enormous emotional toll. But with the right support, people with vision loss can gain the skills to remain independent and active in their communities – to thrive. That’s why we’re here.  

For 230 years, Sight Scotland and Sight Scotland Veterans has been supporting people impacted by vision loss.   We believe we play an important role in continually shifting the conversation around sight loss, and contributing to achieving a fair, equitable society. Over the years, we’ve seen a positive shift in expectations, with individuals and communities increasingly empowered to live lives the way they choose, free of discrimination.  

And we’ve had to transform too, so that our services reflect the times we live in and meet the changing needs of the people we support. We’re now looking at how we continue to evolve, considering how we contribute now and what we could do differently in the future.  

We work with charities across our sector to make sure people with sight loss have access to the right resources, when they need them. But what makes us unique is: 
 
· Together, Sight Scotland and Sight Scotland Veterans is the largest Scottish charitable organisation that supports people impacted by vision impairment 
· We’re the only Scottish vision impairment charities that fund medical research into eye health 
· We’re the only Scottish vision impairment charities that have a dedicated policy and campaign team 
· Our services span all age groups, including people born with a vision impairment, and those that acquire a vision impairment throughout their lives 
These unique attributes of our organisation allow us to become something more than we have been up until this point.  

The marketing and communications department is responsible for:
· Raising profile and brand awareness 
· Multi channel marketing campaigns for service user acquisition
· Policy and campaigns 
· Fundraising 
· Internal communications
· Stakeholder engagement. 

What this job is about

[bookmark: _Hlk69986472][bookmark: _Hlk69986712]You will lead strategic colleague communication across the organisation, ensuring high levels of understanding and engagement amongst colleagues, enabling them to be ambassadors for the organisation. 

During periods of organisational change and strategy development, you will also work closely with the Director of Marketing, Communications and Engagement to devise appropriate communications strategies, messaging and channels for key external audiences which could include service users, families, donors and stakeholders. 

You will be responsible for drafting corporate communications strategies and messaging on behalf of members of the Executive Team, including the Chief Executive. You will ensure that internal and external messages are aligned when appropriate and timed effectively for release. You will advise senior management on strategic communications approaches relating to colleagues, change, crisis and issues of a sensitive and / or confidential nature.

You will be a member of the Marketing and Communications Department and liaise closely with the People Team on communications relating to colleague engagement, culture, values and other people related initiatives. 

What we want you to be responsible and accountable for

Internal communications
· Contribute towards the achievement of organisational goals and plans, engaging colleagues across the charities through a strategic approach to delivering high quality, effective, inclusive internal communications
· Develop and deliver an effective internal communications and engagement strategy which is aligned to the organisational strategy, the Marketing, Communications and Engagement strategy and the People strategy
· Write and produce monthly colleague newsletters and utilise other key channels to inform and engage colleagues in news, strategy and organisational developments
· Create video and other digital content to support messaging
· Organise and promote Executive Team roadshows and other in-person ways for leadership engagement and visibility
· Manage the intranet, including writing and updating content and imagery, keeping sections up to date and working with IT on technical updates and changes
· Draft all colleague messages relating to strategy on behalf of the Chief Executive and other members of the Executive Team 
· Support the organisation of colleague focus groups, research, surveys and internal events including staff awards, working with the People team 
· Develop marketing collateral appropriate for internal communications campaigns
· Engage colleagues in the charities’ stories to enable them to develop, protect and enhance the brands and reputation 
· Develop strong working relationships with other members of the Marketing,  Communications and Engagement department to ensure alignment between internal and external communications messages
· Work with the People Team to ensure staff induction and training and other key initiatives are aligned with the brand and agreed communications messaging 
· Monitor and evaluate internal communication activities on an ongoing basis and report on progress and statistics to Director of Marketing, Communications and Engagement

Change communications 
· Actively support and advocate change within the organisation, embracing opportunities and encouraging others to support change processes and a positive culture
· Develop internal and external communications strategies and plans relating to change management and strategic decisions impacting on a range of audiences including colleagues, customers, donors, service users and their families 
· Anticipate both opportunities and risks and advise on strategic communications accordingly 
· Draft communications to internal and external audiences relating to change as and when required, ensuring messaging across all channels and audiences is aligned, consistent and timed appropriately 
· Prepare Frequently Asked Questions 

Contribute to the work of the Marketing and Communications department
· Support cross team projects and events 
· Work effectively and collaboratively with colleagues across the department 
· Proofread brochures, magazines and leaflets written by other colleagues
· Represent the organisation at conferences, exhibition stands and events
· Answer enquiries from donors, service users and stakeholders

How we would like you to achieve this

We would like you to:

· Work in a way that is wholly consistent with our stated organisational values and our Corporate Strategy
· Be forward thinking and always on the look out to learn about new developments in internal communications and engagement
· Be inquisitive, willing to experiment and always seeking to strengthen results based on learnings from previous campaigns, data and developments in the field 
· Adopt a collaborative approach, working closely with colleagues across the department and the organisation as well as externally to promote partnership initiatives  
· Be customer, audience and channel focussed, considering what content, tone and messaging is appropriate  
· Be meticulous in forward planning and reporting on results  

Who you will be working with

· Marketing, Communications and Engagement department colleagues
· Executive Team including the Chief Executive
· Board members 
· People team
· Colleagues in services
· Service users 
The experience and skills you need to have to do this job/

Essential:

Professional experience of:

· [bookmark: _Hlk69986748]Working in a role focussed on strategic internal communications 
· Delivering change related communications, including around organisational culture
· Writing messaging on behalf of senior leaders, including content of a sensitive and / or confidential nature
· Developing communications and engagement strategies working across different channels including video, multiple stakeholder audiences and utilising a variety of tactics
· Using Sharepoint and email marketing software such as Mailchimp  
· Writing and editing staff newsletters and other materials for internal promotional campaigns 
Skills:
· High level of attention to detail
· Excellent written and verbal communication skills with strong grammatical accuracy
· Ability to deal with confidential information, prioritise and work to tight deadlines
· Ability to communicate with a wide range of internal and external audiences in a sensitive and empathetic manner, listening to and valuing opinions 
· Ability to engage with staff at all levels including senior leaders
· Responding and behaving positively to change, identifying and acting upon new opportunities and encouraging others to embrace change
· Strong understanding of what matters to employees, service users, families and customers
· Strong level of personal resilience
· Commitment, energy and enthusiasm for achieving organisational goals

Other:

· Willingness to work flexibly according to organisational need, with the ability to work out of hours for which TOIL will be granted

Just so you know…

[bookmark: _Hlk122588274]The charites have a set of Values & Our Ways of Working Framework, we ask you to work within, and these apply to everybody in the organisation irrespective of their role or job. You can find out more here: Our values. This means we want you to have:

· The ability and willingness to understand others’ perspectives and to consider the impact of your actions on them and to adapt your actions as necessary;

· The ability and willingness to learn and try new things, to be flexible and step outside of your comfort zone;

· An open and honest way of communicating, ready to ask others for their ideas and to be open to hear and consider different points of view;

· A pro-active approach to taking initiative and to driving forward ideas and projects designed to improve daily operations and deliver an exceptional visitor experience.
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Department structure (this role is outlined in red)



Director of Marketing & Communications


Head of Fundraising


Policy & Campaigns Lead


Partnerships & Innovation Manager


Marketing Manager


Internal Communications & Engagement Manager


Planned Giving Fundraising Officer


Fundraising Administrator


Fundraising Manager


Relationship & Supporter Care Fundraiser


Campaigns & Communications Assistant


Social Media & Marketing Officer


Marketing Executive


Media & Stories Officer


Communications & Publications Officer
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