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Role Profile


Internal Communications Manager – Projects 




Role Purpose 
This role is responsible for developing and executing internal communications plans, and associated content, to support the successful delivery of our strategic portfolio of programmes and projects and other organisational priorities. The role ensures clear and effective communication at all stages of the project life cycle, helping engage our colleagues, create positive change and make our ambitions a reality.

Key Accountabilities   
People 
· To manage and coordinate internal communications activities – primarily across our strategic portfolio, as well as other internal communications projects and initiatives, as required. 
· Working with the Director of Strategy and Change, , Senior Internal Communications & Engagement Manager, senior leaders, project teams and the wider in-house Communications Team, to ensure communications are aligned and messaging is consistent with the corporate narrative. 
· To be the subject matter expert for all internal communications across the strategic portfolio, ensuring plans are cohesive and internal and external best practice is followed. 
· To act as a guardian for the Community Integrated Care brand, tone and style, collaborating effectively with internal and external design partners to ensure the brand is represented professionally and consistently. 

Transformation
· To be a visible and positive champion of our strategic portfolio of programmes and projects, which will shape the future of our charity. 
· Lead the development and delivery of all internal communications activity across the strategic portfolio, so that the portfolio, and each programme and project within it, has a comprehensive communication plan, that supports the delivery of organisational and project objectives. 
· Partner with other change roles (e.g. business partners, project managers, project leads) to develop compelling change communications to guide people through the change cycle. 
· Develop a network of internal communication champions to capture and share content, identifying opportunities for colleagues to communicate and celebrate project-related success internally, supporting colleague awareness and engagement.
· Report on the impact of communications plans and / or campaigns by measuring effectiveness through a defined set of success measures, providing updates and reports to senior management on this. 

Legal and Risk
· To lead the identification, management, and mitigation of communication risks and opportunities, leading the development and execution of solutions to address issues, realise opportunities, and ensure communications solutions meet the needs of the project and charity. 

Service Delivery
· Working in close collaboration with the internal communications team, manage all relevant communications channels for project delivery, to ensure that projects are well supported and able to successfully deliver their outcomes. 
· To respond to all project communications requirements in an agile way, managing complex competing priorities, ensuring that the volume, and frequency of requirements is managed in line with internal communications requirements. Ensuring that colleagues are given the information they need in the way they are best able to receive. 

Scope and Geography	This is a national role. 
Travel Expectation 	There will be a requirement to be in the office (Widnes, Cheshire) at least one day per week. Flexibility in hours and travel aligned to project communications need is required, and there may be some national travel required.
Collaboration 	It is expected that the post holder will work proactively and collaboratively with the Internal and External Communications teams, as well as strategic project leaders and teams, supporting Business Partners, Managers, and Specialists, and in addition to this will liaise with colleagues at all levels of the organisation in support of project communications requirements. The role will have a dotted line to the Director of Strategy and Change. 
Budgets	This role will not have any direct budgetary accountability. 

	Best Life Possible Success Measures


	Service Quality and Innovation
	· Positive engagement scores relating to strategic portfolio
· Colleagues are aware of key milestones and successes. 
· Projects have clear and comprehensive communications plans. 
· Campaigns utilise creative and innovative solutions to boost engagement


	Career Opportunity
	· Project successes are recognised and celebrated

	Community Engagement
	· Project milestones/ successes are communicated externally


	Structure




	
	
	


Qualifications, Experience, and Knowledge
· Qualified to degree level in a relevant subject, or suitable equivalent relevant experience (preferred)
· A professional qualification in Communications or Marketing (preferred)
· Experience creating and implementing change communications plans and content (essential)
· Experience in a communications role (essential) within a values-driven organisation (preferred)
· Proven track record of working on a variety of programmes/projects, with diverse stakeholder groups, to deliver engaging communications (essential)
· Track record of developing communications plans to engage employees across a dispersed geography and diverse functions (preferred)
· Evidence of continued professional development (essential)

Competencies, Skills, and Abilities
· Must be an excellent copywriter and communicator at all levels
· Must be able to plan effectively and work in a timely and effective manner
· Must understand how to write for a wide variety of audiences 
· Able to switch seamlessly between strategic thinking and tactical delivery
· Able to be hands on and work at pace
· Able to balance different organisational and team priorities simultaneously as required 
· Skilled at building effective relationships at all levels, including senior business stakeholders
· Able to effectively manage change and competing demands

Personal Attributes
· Self-motivated and results orientated
· Innovative thinker and problem solver
· High integrity and accountability
· Should be creative and forward-thinking
· High degree of positive personal impact and enthusiasm
· Commercially focussed and pragmatic

Job Description – Key day to day tasks (representative, not exhaustive)
· Lead, develop and deliver all internal communications for our strategic portfolio, creating engaging and compelling communications plans and content.
· Devise creative plans and campaigns for diverse audiences across a variety of locations, that will engage and excite colleagues, ensuring they are kept up-to-date and informed. 
· Support with other internal communications priorities out with of Projects as and when required and appropriate. 
· Build great working relationships with our wider Communications team so that strategic portfolio work sits comfortably and appropriately within our overall internal communications strategy and delivery. 
· Build positive, productive and collaborative relationships with the whole project team. 
· Work closely with project managers and project leads to create project communication plans, including stakeholder communication, project updates, and required reports.
· Coordinate with internal teams to ensure consistent messaging and branding across all project communications. 
· Develop new and imaginative ways of communicating change to colleagues across multiple geographies, cultures and working environments. 
· Manage project specific communication channels, in close collaboration with the Senior Internal Communications & Engagement Manager and broader internal communications team. 
· Stay up to date on industry trends and best practices in project communications.
· Work closely with our external communications team to ensure that relevant updates, good news and success stories are promoted across external channels accordingly. 
· Build and continually develop influential partnering relationships with and earn the trust of stakeholders and colleagues. 
· Consistently challenge key stakeholders to ensure the effective and timely delivery of communications in accordance with developed plans. 

Behaviours and Values
At Community Integrated Care “how” you approach your work is just as important as “what” you do. With that in mind, we have outlined the key behaviours that we look for at each level in our charity. This role aligns with Level 3 in our guide to behaviour. 

Job Evaluation
Internal Evaluation Level: 3B


  




  							


Director of Communications and Engagement


Communications Manager (General)


Senior Communications Manager (External Comms & Marketing)


External Comms & Marketing Specialist 


Graphic Design Specialist


Colleague Engagement and Experience Specialist


Communications and Campaigns Specialist


Communications Coordinator


Digital & Social Specialist 


Senior Communications Manager (Internal Comms & Engagement)


Internal Communications Manager - Projects


Head of Policy & Public Affairs
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