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	Job Evaluation Code
	



	Job Title
	Senior Internal Communications Officer – Professional Services Transformation Programme

	School/Department/College
	External Relations

	Job Grade
	6 

	Career Pathway
	MPSS



Organisation Structure 
	Post Responsible To
	Internal Communications Manager, with functional dotted line to Director of Professional Services Transformation

	Posts Responsible For
	None



Job Purpose
	To influence the knowledge, attitudes and behaviours of staff and effectively engage them in the strategic direction of the University so that they feel valued, informed and part of the University’s change agenda.

This role will support the Professional Services Transformation programme. All related communications should be:

· Relevant to all staff, or targeted to specific groups, depending on their needs and/or interests
· Timely – both strategic and reactive according to priorities of the Professional Services Transformation programme of change
· Communicated via a range of channels that reflect both audience needs and information consumption habits
· Reflective of best-practice
· Utilising the full range of available stakeholders and sponsors.

They will also be required to participate in networks (both internal and external) to meet the requirements of the role and build mutually beneficial relationships. Setting and ensuring agendas are followed, actions and owners noted and held accountable, plus disseminate of information to participants.

Please ensure you have prior approval for a secondment before applying for this post.

The role is available as an 18-month contract.

Salary:  £41,064 - £46,049 per annum (Grade 6)
Appointments to roles at Cardiff University are usually made at bottom of scale unless in exceptional circumstances.




Duties and Responsibilities
	Key Duties
· An important role within the Professional Services Transformation programme team, work to support the delivery of the Professional Services Transformation communications and engagement plan in coordination with other Internal Communications team members. The plan will be delivered in the context of the University’s ongoing and significant change agenda, in support of the University’s internal communications strategy, and in accordance with its Communications and Engagement approach.
· To be responsible for gathering news and information related the University’s Professional Services Transformation Programme, reviewing, co-ordinating and creating related content for the University’s internal communications channels. Establish and manage change communications channels for staff, including staff engagement events (and the presentation of change programmes to affected stakeholders).
· Working with the Internal Communications and Professional Services Transformation Programme teams to develop and implement change communications and engagement campaigns. Said campaigns will enhance the visibility, effectiveness and impact of this programme, and concurrently seek to improve wider employee awareness and engagement. 
· Provide professional advice and guidance on communications processes and procedures to internal and external customers that will have institution-wide impacts, using judgement and creativity to suggest the most appropriate course of action where appropriate and ensuring complex and conceptual issues are understood
· To proactively monitor, evaluate and report on internal communications activities to ensure continuous improvement and the highest possible return on resource. Proactively change delivery according to customer requirements.
· Create or join specific working groups from colleagues across the University to achieve relevant change communications objectives
· Work closely with internal communications colleagues to ensure that change communications link seamlessly with business-as-usual communications and/or other major communications initiatives
· Prepare written reports and updates of communications activities for review by Professional Services Transformation Board and change governance groups.

General Duties
· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.
· Abide by University policies on the Welsh Language, Health and Safety and Equality and Diversity
· Perform other duties occasionally which are not included above, but which will be consistent with the role.




Important note: It is the University’s policy to use the person specification as a key tool for short-listing. Candidates should evidence that they meet ALL of the essential criteria as well as, where relevant, the desirable. As part of the application process you will be asked to provide this evidence via a supporting statement. Please ensure that the evidence you are providing corresponds with the numbered criteria outlined below. Your application will be considered based on the information you provide under each element. When attaching the supporting statement to your application profile, please ensure that you name it with the vacancy reference number, e.g. Supporting Statement for ID743	

Person Specification 
	Essential Criteria (maximum of 10)

	Qualifications and Education
1. Degree/NVQ 6 or equivalent Professional membership/experience.

Knowledge, Skills and Experience
2. Substantial experience of working within communications with proven specialist knowledge of internal communications (including change communications)
3. Able to demonstrate professional knowledge within internal communications to give advice and guidance to internal and external customers
4. Proven experience of writing in significant daily volume, engaging and accurate copy to short deadlines. 

Customer Service, Communication and Team Working
5. Ability to communicate conceptually detailed and complex information effectively and professionally with a wide range of people
6. Evidence of ability to explore customers’ needs and adapt the service accordingly to ensure a quality service is delivered
7. Proven ability to develop networks in order to contribute to long term developments.

Planning, Analysis and Problem solving
8. Evidence of ability to solve expansive problems using initiative and creativity; identify and propose both practical and innovative solutions. Undertake independent investigations using a variety of sources to improve/refine change-related communications, analysing those results and making related recommendations to senior staff.
9. Evidence of demonstrable knowledge of key advances within specialist discipline
10. Evidence of ability to undertake and deliver specific projects and supervise short term project teams.


	Desirable Criteria (if appropriate)

	11. Postgraduate/Professional qualification
12. Experience of working in a Higher Education environment
13. Experience of delivering complex change communications and related staff engagement strategies
14. Fluency in Welsh, written and oral.



Additional Information
	As an employee of Cardiff University the post holder will:  
 
 •            Ensure compliance with legal and regulatory requirements in respect of equality and diversity, data protection, copyright and licensing, security, financial and other University policies, procedures and codes as appropriate.  
 
 •            Take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work in accordance with the Health and Safety at Work Act 1974, EC directives and the University’s Safety, Health and Environment Policies and procedures and to cooperate with the University on any legal duties placed on it as the employer.   
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