Job Description

	Job Title:
	 Group Communication Manager 
	Reports To:
	Senior Area Business Manager

	Department /Division:
	Area Group
	Date Completed:
	February 2008

	Pay Range:
	B3
	Career Family:
	Communications


	Role Purpose

	The postholder is the Group expert in internal and external communication.  Their role is to provide specialist communication advice, expertise and guidance to the Group Chair and to advise and guide senior managers in the Group at a strategic level.  Working with a high degree of autonomy, (as the only communication specialist in the Group) they will represent the CPS at a high level in discussions in their field of expertise with influential external organisations, including the media. They will be responsible for developing and ensuring delivery of a communication strategy covering both external and internal audiences that supports understanding of the CPS vision and strategy, and that improves public awareness of, and confidence in, the CPS locally.


	Area of Accountability
	Accountabilities

	Communication
	Set the communication direction for the Group.  Drive the development and delivery of a multi-media Group communication strategy covering internal and external communication, linked to the CPS’ national communication strategy that identifies local priorities for action. The strategy must be subject to careful evaluation.

Translate vision and strategy into practical action with measurable results, through the creative use of a variety of communication channels and techniques.

Contribute to the implementation of the Capability Review action plan and advise and influence the Senior Management Team on matters of organisational culture, taking a lead from Communication Division.

Encourage and advise managers at all levels, on how to communicate effectively with their teams, ensuring regular team/Area meetings and coaching managers in effective communication skills and employee engagement techniques.


	Area of Accountability
	Accountabilities

	Communication
	Work closely with Group Equality and Diversity/Community Engagement Managers to ensure communication messages and materials are relevant and reach a diverse audience.

Ensure that corporate communications are given a suitable local context and are effectively disseminated to staff across the Group, checking understanding on a regular basis.

Represent the CPS at a high level in communication networks, influencing individuals at a senior level and ensuring that CPS issues are given suitable consideration and prominence.  Establish and maintain close working relationships with communications staff in other CJS agencies, including Local Criminal Justice Boards. 

Establish and develop links with other CPS communication staff especially in Communication Division and in other Groups and pro-actively contribute to the development of a network of communication professionals in the organisation.

Develop channels and systems to enable two-way communication between the Areas and the Group Communication Manager (GCM).

Produce professional local communication materials, taking advice from Communication Division as appropriate.

Ensure Plain English guidelines are adhered to and that all corporate communications materials are clear, concise and fit for purpose, as well as being consistent with the CPS Style Guide.

Contribute suitable stories and information for use across various CPS publications and online forums.

Ensure complex issues are communicated in a way that is readily understood.

	Dealing with the Media
	Develop and maintain an in-depth knowledge of, and strong links with, key local media outlets.  Deal confidently with their enquiries, having the judgement to brief effectively.  Build good working relationships with individual journalists.
Advise and influence the Group Strategy Board as well as Area staff on media handling and presentational issues particularly with regard to key changes and events, anticipating potential issues and developing effective lines to take.



	Area of Accountability
	Accountabilities

	Dealing with the Media
	Develop and implement proactive, creative proposals for publicising the work of the CPS to the regional and local media.

Making decisions without reference to senior managers where necessary, prepare responses, statements, articles and briefings both proactively and in response to media enquiries. Write press releases and other material, and identify topics for feature pieces about the Group’s work.

Identify a group of individuals from the Group who are willing to undertake media work and establish a group internal network to help deliver the Group communications strategy.

Negotiate media interviews with CPS staff and manage media events as appropriate, including regular media briefings with the CCP and joint CPS/police press conferences to announce high-profile charging decisions. Good professional judgement will be required to decide the appropriate opportunities at which to deploy spokespeople.

Set up and implement systems to monitor news output across the Group, and rebut inaccuracies rapidly using appropriate measures. In some instances this will require an ability to deal effectively with senior media staff and editors. 

Liaise with HQ Press Officers over stories which may be of interest to the national media, work with them to provide statements and responses as necessary, provide them with a copy of local media coverage and contribute to the Strategic Communication Diary.

	Resource Management
	Ensure that CPS approved suppliers, including web suppliers, are used for all design and print work.

Ensure that all Group communication work represents good value for money and complies with propriety guidelines.



	Training and Development
	Use publications such as Headline and online resources such as the GCM Exchange to disseminate training and best practice messages.

Be actively involved in the Government Communication Network, GCM conferences and other development and networking events organised for GCMs.


	Supervisory Responsibility

	As appropriate to the grade


	Financial Responsibility

	As appropriate to the grade

	Decision Making Authority

	Decisions arising from running a devolved budget.
Decisions on handling issues and the deployment of lines to take during the course of direct discussions with the media.
In liaison with line management and other Area staff:
Decisions on communication plans, lines to take and the terms for media interviews;

Determining appropriate internal communication messages and channels.
Decisions required when undertaking the representational part of the job.


	Key Contacts

	Internal:

All CPS staff especially:

CCPs

ABMs

Unit Heads

E&D/CE Officers

Other Communication Division staff

Other GCMs


	External:

Press Officers in other Government 

and non-Government organisations especially criminal justice partners

Journalists

Community organisations
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