JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title

:
Communications Manager 
Responsible to
:
Head of Communications 
Department(s)
:

Directorate

:
Corporate Services/HR Directorate 
Job Reference
:           FV-AC-278
No of Job Holders
:
1

Last Update

:
October 2024 



	2.  JOB PURPOSE

	To support the Head of Communications (HOC) in developing, managing and implementing Communications plans and strategies for a wide range of projects, programmes and service developments.

Deliver excellent media relations and communications with patients, users, public and staff, Government and other statutory partners and stakeholders. 

To promote a wider knowledge and understanding of NHS Forth Valley’s strategies, plans and policies, both in a local and national context, enabling services to be designed to reflect public and user needs and concerns.
To provide specialist expertise, and lead in the development of a wide range of internal and external communication projects and publications, including the Staff Newsletter and Board meeting updates.
To manage a  proactive media relations and PR service in support of the corporate objectives and manage the potential reputation risks of NHS Forth Valley through proactive communications.
To plan and help lead events including official openings and visits media events and briefings. 

To respond to media inquiries, briefing and liaising with journalists, photographers and film crews
To provide communications advice and media training to Board Members, Executive Directors and Senior Managers to facilitate effective communication to both community and staff.
To help manage the provision of an emergency media and communications service to support emergency incidents and outbreaks, including participating in an on-call rota for communications.



	3. DIMENSIONS

	The following are dimensions particular to the post:
-
Internal Communications with 7,000 staff, across one acute hospital, two Health and Social Care Partnerships, four community hospitals, primary care services and other community-based healthcare facilities
-
Media Liaison with local/national newspapers and media outlets.

-
Communication with 306,000 people of Forth Valley

NHS Forth Valley works in partnership with the three Local Authorities, namely, Clackmannanshire, Falkirk and Stirling.

Communication is regarded as a key function across NHS Forth Valley. The department supports the Chair, Board Members, and the whole range of staff including clinical, professional and service leads across the organisation.
The Communications Manager is responsible for:

· Providing comprehensive communications support, advice and guidance across NHS Forth Valley by leading in the development of specific communications strategies for a range of departments/groups/services both internal and external.
· The line management and ongoing development of the Communications Officer, Communications Assistant and Publications Officer roles.  

· Advising staff of how to deal with a wide range of media and communications issues, offering media training, advice and guidance for those who may be called upon to participate in media interviews, briefings and public events.
In terms of workload, Communications is diverse, non-routine and challenging, involving out of hours involvement. The Communications Manager has to use initiative when faced with urgent enquiries or issues and be aware of when to escalate to Executive Directors, Senior Managers, Clinical Leads and, where appropriate, partner organisations. Information has to be analysed, formatted and response agreed by relevant service or professional leads before being issued to the media, where practicable. However, skilled judgement is also required when senior input is not available. The Communications Manager is responsible for ensuring that clear and simple language is used in all communications, internal and external


	4.  ORGANISATIONAL POSITION
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	5.   ROLE OF DEPARTMENT

	The Department is responsible for leading, developing and managing the organisations communications, PR and marketing activities especially in relation to:

· The media, public, patients, staff and partner organisations

· The Scottish Government and Scottish Parliament

· The corporate image, identity and key corporate publications
· Enquiries from the public and politicians, 
· Providing advice on  Freedom of Information requests from media outlets and political parties.

The Communications Department’s role is to provide professional advice, expertise and strategic leadership for all aspects of Corporate Communications within NHS Forth Valley. The Department is also responsible for the continual development, implementation and review of the Corporate Communications Framework, reflecting corporate objectives, to communicate with patients, public, staff and media and other stakeholders across Forth Valley, Scotland and the UK.

To co-ordinate effective proactive and reactive media relations. This includes production of media releases, briefings, the organisation of press conferences and interviews, and the provision of a reactive media service which works quickly and efficiently to meet tight deadlines.

Promote and deliver effective and regular communications on a 24-hour, 365 day basis (On Call Rota in operation)

To provide expertise to the organisation on the use of the corporate identity and ensuring it is consistently reflected in all NHS Forth Valley publications, public events, presentation materials etc.

To oversee the production of key corporate publications and patient information. 

To manage, maintain and develop a range of internal and external websites.


	6.  KEY RESULT AREAS

	The post holder supports the Head of Communications to provide a proactive media and internal communications service as part of the NHS Forth Valley Corporate Communications Strategy and in line with key corporate plans, priorities and objectives.

As a member of the Communications Department the post holder manages implementation and monitoring of a fully integrated corporate communications strategy deputising for the HOC on a regular basis at various operational and strategic meetings. Delegated day to day management of the Communications Officer, Communications Assistant and Publications Officer including work allocation, planning etc to ensure efficient running and implementation of communication plans and priorities.
Internal Communications
· Ensure the Chairman, Chief Executive and other senior staff in NHS Forth Valley and the Scottish Government Health Department as appropriate, are briefed on contentious issues and provide strategic communications advice and support to colleagues and partners to reduce risk to employee relations, service provision and maintain public confidence in NHS Forth Valley.

· Provide communications expertise and advice for major projects, programmes, service changes and developments 

· Lead in researching and writing content for a range of internal resources including the staff intranet, Staff Brief and newsletter identifying and sourcing stories and visual materials to ensure.
· ensures that staff are well informed and encourage two-way communication.
· Prepare text for corporate documents, reports, leaflets and other printed and online resources.
· Source photos and other visual images for a range of internal publications.

· Together with the Head of Communications, provide expert advice support and training to senior management, as required. 

External Communications
· Lead in producing content and materials to raise awareness of key service developments, decisions, changes and improvements and promote the work and achievements of local staff and services Work with other stakeholders, including partner organisations, charities, voluntary and community organisations, to promote the work of NHS Forth Valley, identifying opportunities for joint initiatives and campaigns.
· Advise and assist health improvement staff and other service and professional leads to deliver key health messages, information and advice. 
·  Develop and implement local advertising and marketing campaigns to help achieve key service objectives.
Proactive Media Relations
· Lead in working with the media to ensure that that the public and other stakeholders get a balanced and accurate view of the work of NHS Forth Valley.
· Lead and manage in planning, researching and writing media releases for local and national media to enhance the reputation of NHS Forth Valley by highlighting the work of local staff and services.
· Work in partnership with partner organisations, such as the three Local Authorities, University of Stirling, Forth Valley College and Police Scotland to prepare joint media releases and briefings.
· Sourcing and taking photographs and other visual images for use by the media.
· Produce content for corporate documents such as the healthcare strategy, including writing and editing the main content and producing easy read summary versions, as required.
Reactive Media Relations
· Lead, together with the Communications Officer, in researching and drafting responses to media enquiries in relation to NHS Forth Valley, working closely with the Head of Communications on any high-profile or contentious issues 
· In order to enhance and protect the organisation’s reputation, the post holder is expected to provide a fast and efficient responsive media service on a day-to-day basis in support of the Corporate Plans, Priorities and Objectives, including advising on the response to major incidents, high profile developing stories and issues that are sensitive and complex. 



	7a. EQUIPMENT AND MACHINERY

	Personal computer/laptop to prepare work and communicate effectively, both internally and externally, including monitoring media coverage and carrying out research.
Phone to communicate both internally and externally with staff, members of the public, partners 
press and media. 
Digital Camera/Smartphone to take images and video clips.
Driving licence and access to a car is essential.
Use of multifunction devices for printing, scanning and copying.


	7b.  SYSTEMS

	Microsoft Office suite for producing a range of documents, reports and publications Internal media log system to record media inquiries, actions and responses
Content Management Systems for updating the Staff Intranet and NHS Forth Valley website (e.g. WordPress and SharePoint) 

Media Monitoring systems and alerts 

Graphic and video editing packages (e.g. adobe creative suite) 
Social Media platforms 



	8. ASSIGNMENT AND REVIEW OF WORK

	The post holder reports directly to the Head of Communications, NHS Forth Valley, and will be expected to work on his/her own initiative to a significant degree and with significant autonomy and creativity to manage multiple projects, competing priorities and urgent requests.
The Head of Communications expects the post holder to work within the framework set by the Corporate Communications Framework and changing organisational plans and priorities.
When deputising for the HOC the post holder reports directly to the Director of People.

The majority of the work is self-generated and the postholder is expected to be pro-active and identify matters of urgency, prioritising workload and referring to the HOC, Executive Directors and Senior Managers, as appropriate.

A large portion of work involves responding to changing and challenging situations and priorities within NHS Forth Valley, and the post holder is required to be able to show leadership, be flexible, innovative, creative and adaptable, often dealing with time sensitive and confidential material.

Day to day management of workload is the responsibility of the post holder.

PDP reviews take place regularly to monitor progress and development. 


Individual Performance Objectives will be agreed and appraised by the Head of Communications. Performance will be monitored against annual objectives.



	9.  DECISIONS AND JUDGEMENTS

	The scope of the post holder’s responsibilities requires a high degree of concentration on detailed 

issues and one-to-one responses to the media, staff and the public and other external audiences.
The postholder is often entrusted with or privy to highly confidentially information and must therefore 
be extremely trustworthy and use discretion.
Detailed work planning is self-generated and self-directed, requiring sound judgement and flexibility in establishing priorities, time management and in responding to competing or unexpected demands.

The post holder must operate calmly under pressure and have the ability to make quick decisions in fast-paced, changing and complex situations. 

On a daily basis, the postholder is required to communicate contentious and sensitive issues ranging from patient related scenarios to corporate issues under the guidance of the Head of Communications.

Dealing with the media is time pressured and the post holder must have the ability to analyse and 
interpret information speedily in order to make informed judgments and decisions within tight 
timescales understanding the potential repercussions and impact on the organisation.

	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Ability to constantly react to changing and competing demands involving multi-tasking and effective time management.

· Dealing with requests from government departments, media, community representatives, partner organisations, staff, public which requires specialist handling and expertise to avoid misinterpretation.
· Maintaining detailed knowledge of current issues and legislation in order to respond accurately and speedily to enquiries from the media and the public in a constantly changing environment.
· Ability to meet tight deadlines whilst dealing with persistent interruptions, resulting in the constant reprioritisation of workload, particularly with multi-agency work where other schedules and timescales are involved.

· Ability to research and gather large, often complicated, documentation and technical information for translation into a concise and easily understood format with consideration to the needs of different stakeholders and target audiences.
· Maintaining a calm and controlled approach whilst working under pressure in a demanding work environment in order to inspire trust and respect in often difficult and sensitive situations.

· Managing very sensitive and emotive information when responding to both media enquiries, internal issues and investigations, external inquiries, court cases, tribunals and inspections and when representing the organisation at various meetings and events.
· Enhancing the reputation of the organisation by developing and delivering a regular programme of positive and informative news stories and online content.
· Meeting deadlines set for publication of a range of internal and external publications and platforms
· Use of persuasive skills to ensure coverage by the media of proactive press stories. Managing hostile and aggressive journalists reacting to controversial proposals in the context of one-to-one telephone conversations, face to face briefings, emails or at public meetings and consultation events.
· Reacting to unexpected events and incidents.
· Ability to effectively assimilate and understand complex information and communicate this in a clear, concise and accessible way, both externally and internally, 

· Responding to media enquiries relating to individual patients where there may involve legal issues.
· Responding effectively to the needs, wishes and perceptions of the media and public.
· On-call media duties – enquiries and incidents can happen at any time and requires sound judgement on how best to respond


	11.  COMMUNICATIONS AND RELATIONSHIPS

	Internal verbal and written communication with:
NHS Forth Valley senior management teams, clinicians, line managers, Board members and staff, on a wide range of issues, initiatives, service developments and changes.
The postholder must be able to personally engage with a wide range of staff from a diverse range of services and professions to develop communication plans and agree responses to media enquiries.
External

Good working relationships need to be maintained by the postholder with a range of different organisations and individuals these include:

· The media – the postholder will be in regular contact with members of the media, dealing with a range of requests from press enquiries to filming and interview requests. 
· Senior staff and communications colleagues from partner organisations including the three local authorities, two Health and Social Care Partnerships, Police Scotland, the Scottish Ambulance Service, national and territorial NHS Boards, charities and voluntary organisations.
· Scottish Government - the postholder will communicate with the Scottish Government Health Department's media and marking teams and liaise with policy leads, as required.

· Elected representatives (MPs/MSPs/Councillors) to keep informed of specific areas of media/public interest, for example proposed service changes.
· Members of the public, community groups and voluntary organisations to provide information, advice and reassurance on key issues.


	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical

· Constant use of computer, keyboard and telephones.

· Regular driving to external sites
Mental

· High levels of concentration due to complexity of tasks with challenging deadlines.

· Unpredictable nature of on-call communication duties – enquiries and incidents can occur at any time and require fast responses and quick decisions. and 
· High levels of stress and demanding workload when responding to major emergency incidents.
· Occasional evening/early morning working due to meet the needs of the Department and organisation.
· Must be highly organised and have excellent planning and persuasive skills.

Emotional

· Need to remain calm and professional during emergency situations 
· Need to handle sensitive information, sometimes of a distressing nature.

· Must remain calm in the face of severe provocation from journalists.
· Dealing with situations of an emotional, sensitive or challenging nature such as representing the organisation at public meetings which, depending on the subject, can be contentious 

     Environmental Challenges
· Difficulty working in busy and sometimes noisy environment can affect concentration

· Dealing with verbal aggression from public and media when given information they feel is unwelcome


	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Qualifications/Experience

Relevant professional qualification and/extensive relevant communications experience at a senior level
Skills
Must have:
· A good working knowledge of NHS, its values and changing agenda.
· In-depth knowledge of the Scottish and UK media and changing media landscape 
· Experience of line-managing and developing staff within a Communications Department or service.

· Experience of working within a large complex organisation in a management role with ability to operate at senior level, internally and externally
· Excellent oral and written communication skills - with the emphasis on the use of plain English.
· Excellent creative, copywriting, sub-editing and proof-reading skills with ability to summarise complex information and issues into a concise and easily understandable format.
· The skills to competently handle complex and sensitive issues.

· The ability to work positively with colleagues and to meet tight timescales.

· The ability to work on own initiative/responsibility.

· Good interpersonal skills.

· Motivational skills.

· Influencing skills.
· Ability to work outside normal office hours

· Excellent time management

· Ability to keep pace with the changing communication landscape and technological advances, including the use of AI, adapting and changing practice accordingly to take advantage and maximise benefits for the Department and wider organisation.



	14.  JOB DESCRIPTION AGREEMENT

	Job Holder’s Name





Job Holder’s Signature


………………………………………
Head of Department Name




 Head of Department Signature

………………………………………


	Date:  ……………..

Date:  …………….


