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Job Description

Marketing and Communications Manager 

Homeworking
TACT is a homebased workforce. We recognise the benefits that flexible home working creates for both the employer and the employee, but we also encourage staff to meet face to face for regular supervision and the social and wellbeing benefits of team working.  Where roles involve meeting with carers and children and other agencies, the expectation is that employees will live within a reasonable travelling distance to carry out those duties. As a remote working organisation, we are committed to work with our staff to enable consistent inclusion and engagement across the organisation to ensure the optimum standards of service for our carers and children.
Overall Purpose
Reporting to the Head of Marketing and Communications, as part of a multi-disciplinary team, the Marketing and Communications Manager will provide operational oversight of all internal and corporate communications activity, to effect change, develop TACT’s ability to connect our cause via storytelling with all key internal stakeholders and audiences and collaboratively work across TACT to build our position and understanding of what our brand stands for.
Improves employee and carer satisfaction and retention and contributes to TACT becoming the agency of choice for prospective carers and staff. 
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1. Strategy Development
· Work with the Head of marketing and Communications to develop TACT’s Internal Communications Strategy. Using internal communications channels to inform, inspire and engage with key internal stakeholders, fostering a strong sense of belonging and brand custodianship.
· Regularly review and adapt the strategy, in response to identified risks and new opportunities that arise.
· Champion the principles of Choice and Voice, supporting the organisation to embed meaningful two-way communication with its key internal audiences.  Creating and developing opportunities to understand our employee, carer and young people’s voice and use this insight to inform activity and organisational strategies. 

2. Internal Communications
· Lead the Internal communications team in delivery of Internal Communications strategies, ensuring that all activity is audience led and supports our cultural transformation and journey to becoming a trauma informed organisation. 
· Establish a consistent cadence of communication from the executive team through a variety of channels such as town halls, podcasts, videos, written materials and digital/interactive communication platform.
· Ensure that feedback are implemented across all forms of communication, to ensure the voices of staff, carers and young people are heard and used to inform strategies and plans. 
· Coordinate and oversee the delivery of a schedule surveys and other ways of gathering from our key internal audiences. 
· Work in partnership with our innovation and project office to support and drive effective change management communication strategies for organisational initiatives, ensuring employees understand and embrace changes.
· Oversee, support and evaluate Communications Plans and approaches for specific project, activities and events
· Develop crisis communication plans and protocols to ensure employees are well-informed during challenging times.
· Implement metrics to measure the effectiveness of internal communications, using data-driven insights to refine strategies and tactics.

3. Content Creation
· Be responsible for the team's output; creating compelling and persuasive content for various internal platforms and working with members of the wider marketing team to identify opportunities for content to also be shared externally where appropriate. 
· Create compelling brand stories and engaging internal content, including newsletters, presentations, videos, and other materials that inform, inspire, and align our global workforce.

4. Digital Transformation
· Work in collaboration with the Digital Transformation Manager to develop digital communication channels and tools that support the delivery of our organisational strategy.
· Develop new and innovative channels to continually transform the ways in which we communicate. Ensuring that we meet the needs of a diverse and geographically dispersed set of stakeholders and foster a sense of community and inclusion at all levels.

5. Enabling Function
· To work closely with area and corporate teams to explore and understand their communication needs, using the insight to inform communication strategies and plans to meet those needs.
· To take part in key project groups to provide strategic communications and engagement advice to group members.
· To build relationships with colleagues across the organisation to set quality standards and ensure communications and engagement work supports the delivery of our organisation objectives. 
· Represent the Communications Team at regional meetings.
· Act as a key advisor and coach to senior leadership on internal communications matters, providing strategic counsel and insights.





6. Brand Management
· Work with the Head of Marketing and Communications and Graphic Designer to embed the TACT brand and values internally, through powerful and impactful communications with our internal audiences. 
· Establish a consistent tone of voice aligned with our organisational values for all organisational communications.
· Be a brand champion, ensuring that ensuring that consistent style, messaging and tone of voice is applied across all internal communications and is aligned with our organisational values and principles. 
· Work collaboratively with stakeholders across the business to ensure our values, positioning and brand are understood and championed in everything that we do.
· Oversee the production of corporate and internal marketing materials, literature and documents ensuring that they are aligned with TACT’s marketing and recruitment strategies and brand guidelines.

7. Team Management 
· Lead, mentor and develop the Internal Communications Team to ensure the successful execution and delivery of our communication strategy.
· To support the professional development of the team to continuously develop skills and expertise and support career development aspirations.

Budget Management 
· Work with the Head of Marketing and Communications to manage the marketing and communication budget effectively, ensuring the optimal allocation of resources.
· Managing external suppliers to support the company-wide comms and engagement plan, ensuring value for money and deliverables are achieved 

Event Management 
· Work with the Head of marketing and Communication and the Operational Leadership Team to integrate face to face events as part of our internal communications and employee engagement strategies and to support our cultural transformation and broader strategic objectives. 
· Planning and end to end management of corporate events, including logistics management, speaker and supplier management and delegate communication and registration.
· Ensure that event assets and resources are identified and managed to facilitate all event types

Other
· Create content in partnership with the CEO for TACT’s annual Impact Report 

Such duties are not exhaustive, but an illustrative list of level and type of duties required. This job description is produced to assist the post holder in identifying his/her main duties.
	PERSON SPECIFICATION
	E (Essential)
D (Desirable)

	Education / Qualifications
· Relevant Marketing or Communications qualification to degree level or qualified by experience
· Management qualification
	

E

D

	Experience
· Experience of managing a marketing team 
· Experience of leading the implementation of Marketing and Communications strategies.  
· Experience in internal and external communications and delivery of marketing campaigns to further the organisation’s reach and support engagement.
· Experience in internal corporate communications and /or employee engagement
· Experience in leading projects from start to finish.
· Experience in using and developing digital communications platforms (e.g. WordPress, SharePoint, Dynamics)
· Charity/Not for profit experience

	
E
E

E


D

D
E

D

	Knowledge
· Strong understanding of digital communications concepts and best practice. 
· Knowledge and understanding of foster care and the role that TACT plays. 
· Expert understanding of brand and storytelling and how to drive audience engagement.
· Understanding of risk and reputation management.
	
E

E

E

	Ability and Skills
	

	· Ability to think strategically and commercially.
· Able to build and manage a team.
· A team player who is positive, hands on and able to get the best out of a team.
· Articulate written, visual and verbal communicator, excellent copy accuracy and proofreading skills and ability to write engaging communications.
· Ability to adopt creative thinking in order to respond positively and innovatively to market challenges.
· Ability to work collaboratively across departments and service areas.
· IT proficient
	E
E
E

E

E

E
E


	Personal Attributes
· Ability to develop and maintain strong and effective working relationships with audiences both internal and external.
· Ability to prioritise time demands and manage workload.
· Flexible approach to work and highly organised.
· Ability to make effective use of supervision.
· Ability to work as a member of a team.
	
E
E
E
E
E
E

	Other
	

	· Ability to travel as required.
· A commitment to the principles of Trauma informed: Safety, choice, collaboration, trust and empowerment.
· A commitment to TACT’s values.
	E
E
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