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Communications and Engagement Manager
Job Description & Person Specification


	Main Objective & Purpose 
	The Communications and Engagement Manager will lead on the development of the charity’s communication and influencing function in support of Bipolar Scotland’s strategic direction and growth ambitions. You will provide inspirational management and leadership across the full spectrum of communication and engagement platforms with a passion for raising awareness, influencing outcomes, and elevating the organisation’s profile.

You will ensure that Bipolar Scotland expands its reach, by strengthening our presence, amplifying the voices of our members, and putting lived experience at the forefront of influencing national policy to help everyone living with bipolar in Scotland to lead longer, happier and healthier lives. 

As a key member of the Executive Team, you will contribute to the overall success of the organisation as an enabler for growth, innovation, and financial prosperity.

	Reports to
	Chief Executive Officer

	Responsible for
	Staff and volunteers within Communications team

	
	



	Main areas of responsibility and duties

	Communication, Marketing and PR
	· Develop and deliver an ambitious communications strategy that supports Bipolar Scotland’s strategic and annual business plans
· Take ownership of Bipolar Scotland’s brand, creating robust key messages for staff and volunteers thus protecting our image
· Ensure Bipolar Scotland responds promptly and effectively to emerging news stories and other relevant public interest issues, providing statements, press-releases and interviews as required
· Build and maintain effective relationships with press and media outlets at local, national and sector specific level
· Oversee Bipolar Scotland’s digital presence, ensuring website and social media content is fresh, engaging, creative and relevant 
· Oversee the publication of high-quality print media with overall responsibility for content and editorial control 
· Ensure Bipolar Scotland’s reputation is effectively managed, and risks are mitigated, supporting the board and exec to take appropriate corrective action where needed
· Provide guidance and training for staff and volunteers in relation to media opportunities ensuring alignment with our mission, values and key messages
· Create meaningful engagement opportunities for our members so they can effectively influence our work and become active collaborators in all that we do
· Create and deliver an annual programme of outreach activity to showcase Bipolar Scotland and the difference we make
· Lead on the successful delivery of Bipolar Scotland’s AGM, and member events as required, alongside senior colleagues
· Develop and support a network of media volunteers to deliver public engagement, social media, and presentation activities throughout Scotland
· Ensure Bipolar Scotland remains visible, relevant, and inclusive in all its communications

	Policy, Influence and Change
	· Establish Bipolar Scotland’s position as a leading authority on living with bipolar and as a source of trusted, evidence-based information and advice 
· Foster good relationships with research institutes and academics, working with them to produce and promote innovative strategies to help people with bipolar to lead better lives
· Establish and support a network of ambassadors and patrons, creating opportunities for them to promote our work
· Develop and deliver a programme of engaging and empowering campaigns that address health inequalities and socio-economic issues that affect people living with bipolar 
· Effectively utilise media, press and online engagement strategies to raise awareness of issues affecting people who live with bipolar, and elevate the profile of Bipolar Scotland
· Manage relationships with our members ensuring meaningful opportunities to engage with and influence our work
· Represent Bipolar Scotland at forums, conferences and public events
· Ensure internal and external communication is inclusive and accessible 
· Ensure print and digital media publications are relevant, engaging, informative, and accurate 
· Support the CEO to engage at senior level with Government, elected members, public bodies and other relevant stakeholders to ensure Bipolar Scotland is a leading voice in informing public policy and strategy

	Management and Governance 
	· As a key member of the executive team, work collaboratively across functions to ensure the effective running of the organisation, and delivery of our strategic aims 
· Provide a range of timely, accurate and informative reports about our work for a range of audiences, including reporting to the board as required, annual reports, AGM, and Conference reports
· Accountable for the effective running of the Comms directorate, and associated targets 
· Provide effective and supportive line management to staff and volunteers within the directorate 
· Ensure all internal and external communications conform to legal and ethical obligations
· Lead on Bipolar Scotland’s Information Security Compliance, including consent, data protection and cyber security
· Maintain accurate databases to record and report on stakeholder activity and engagement 

	Financial
	· Ensure robust budget and financial management of all activity within remit in accordance with authorisation limits and Bipolar Scotland policy and procedures
· Keep accurate financial records and monitor these against budget
· Take appropriate and timely corrective action to prevent overspend, inappropriate or unauthorised expenditure, reduce risk of loss or waste
· Maximise income generation through marketing Bipolar Scotland’s commercial products and fundraising activities
· Ensure staff and volunteer expenditure and expenses claims are managed effectively and in line with Bipolar Scotland policy and authorisation limits

	Cross-Functional Working
	· Provide timely and supportive input to all functions through comms, PR and media support
· Work effectively with colleagues to promote and celebrate existing services, activities and products, and lead on launching new initiatives through effective and engaging media activities
· Lead on the production of high-quality marketing materials including print, digital and audio-visual products to promote our work, attract volunteers and members, produce case studies and boost fundraising and income generation activities
· Key internal relationships: CEO; Fundraising Manager; Volunteer Co-ordinator; Impact & Development Manager

	Flexibility
	· Occasional evening and weekend working as required. There may be a need for the postholder to stay overnight on occasion, but this is expected to be rare and with at least 2 weeks’ notice.
· The postholder is expected to respond promptly to breaking news and business critical situations as and when they arise
· Some travel throughout Scotland is anticipated within working hours wherever possible. 
· Bipolar Scotland is committed to ensuring a positive work/life balance for all staff and are open to discussing flexible working arrangements wherever possible. 

	Other
	· Assist in day-to-day office procedures and attend to incoming phone calls and mail as appropriate.
· Undertake any other task as reasonably expected by the CEO




Person Specification

	Knowledge


	· Degree level qualification in English, Marketing or Communications, or other relevant discipline OR substantial occupational experience in a related field 
· An understanding of diversity, equality, and inclusion agendas
· Technical knowledge of social media platforms, website maintenance, member magazines, and related digital marketing techniques 
· Knowledge of charity law, lobbying regulations and media standards

	Core skills
	· A confident communicator and presenter
· Strong writing, editing, proofreading, layout and design, including ability to present concepts verbally and adapt style for different audiences and channels
· Excellent organisational and planning skills
· A wide degree of creativity and latitude
· Strong knowledge and understanding of current trends in digital media/social media
· Self-motivated with a positive and professional approach to management
· Exceptional interpersonal skills
· Ability to plan and co-ordinate content for a variety of channels and audiences

	Experience
	· Experience of, or ambition to progress to, management role in public affairs, marketing or communications
· Track record of successfully delivering campaigns working with a range of diverse stakeholders 
· Experience of event planning and management 
· Experience of political engagement 
· Experience of managing media enquiries, including writing effective press releases 
· Experience of brand management, due diligence and reputational risk assessment 
· Experience of leading staff or volunteers (Desirable)
· Experience of managing budgets (Desirable)
· Strong links to media and press networks 
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