JOB DESCRIPTION

Job Title: Internal Communication Manager

Reports to Communications Development Manager

Job Holder: 

OVERALL PURPOSE

· To review internal communication issues within WSPA and to develop and put into place internal communications strategy.

PRINCIPAL RESPONSIBILITIES: 

Developing WSPA's Internal Communications Strategy and process

· Develop internal communication strategy to ensure staff receive and have access to the communications and information they require to carry out their jobs effectively. This would involve consultation across departments and national offices.

· To explore the current barriers and drivers to effective internal communication and suggest ways these can be overcome

· To look at  organisational strategy development  and roll out and put in place internal communication processes which help the organisation move through this period of change
Assess the information needs of offices and staffs and develop systems for the delivery of this information 

· To determine internal communication needs by carrying out an internal communications survey/ audit. 

· Co-ordinate all forms of communication, particularly e-communications, to ensure effective and consistent information flows between offices   

Assessing and strengthening WSPA Internal Communication tools

· To investigate the use and effectiveness of the internal communication tools (Intranet, e-communications) and propose ways in which these can be improved

· Put systems in place to ensure effective disseminated of information across the organisation.

Develop and maintain timely and effective communications through a range of channels

· Writing key staff communication materials for use on intranet and e-news 
· Setting up events and activities that improve internal communications 
· Providing training to staff on how they can improve their internal communications
Management / Leadership communication 

· Help develop leadership communication strategy that ensures staff have timely access to key organisational decisions and are kept informed of key projects.

· To assess the current quality of leadership communications in engaging people and disseminating messages 

· To put in place a strong process for the dissemination of management information throughout WSPA

QUALIFICATIONS: 

Education to degree level in communications, business or relevant field, or demonstrable equivalent work experience.

EXPERIENCE: 

Four years experience of internal communications preferably in a multi national organisation.

KNOWLEDGE / SKILLS: 

The job holder will be required to have the following skills:

· Excellent writing skills

· Excellent understanding of how technology can help improve internal communications including email, Intranet and web 2.0 

· The ability to work internationally and in a multi-cultural environment is essential.

· Excellent presentation skills and spoken English. The working language will be English and working knowledge of another language would be beneficial.

· Understanding of marketing processes and practicalities.

· Attention to detail and organisational skills. 

· Ability to build strong relationships with other departments at all levels.

· Work well within the team environment and be able to work under pressure of deadlines.

· Desire to 'own' responsibility and obtain satisfaction from successfully completing tasks.

· Desire to 'pitch in' and work with the team to meet company objectives

· Good negotiation skills, able to persuade effectively and deliver convincing arguments 

· IT / computer literate using Microsoft packages e.g. Word, Excel (excellent working knowledge) and PowerPoint 

.

