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JOB DESCRIPTION

	Job Title:
	Division:

	Internal Communications Adviser 
3 days (21 hours) a week
	External Relations 

	Location:
	Responsible to:
	Date:
	Rank 

	London
	Director of Communications 
	January 2020
	4



1.	JOB PURPOSE
Describe why the job exists.

To be responsible for managing and facilitating internal communications across IPPF and its Member Associations (MAs). To join with other members of the Central Office communications team in core functions.  

2.	KEY TASKS
Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.

1. To manage the internal communications function at Central Office including co-ordinating Central Office/Regional Office messaging to IPPF staff and MAs. 
2. To advise the Office of the Director General and Senior Management Team on internal communications strategy around key messaging and to help devise internal communications strategy, including key deliverables and KPIs.
3. To form an internal communications advisory group, and to oversee its regular meeting
4. To recruit and support managers in charge of teams or projects delivering key internal messages and gathering feedback from staff.
5. To audit internal communications platforms and advise on the development of channels for efficient internal communications
6. To oversee the development of any new or updated internal communications platform and manage the efficient use of such platforms
7. To oversee all regular internal communications publications to IPPF staff and MAs and help develop new ones as appropriate.
8. To foster and facilitate messaging between IPPF, MAs, their staff and volunteers, to build a community, recognise the value of their work and stimulate dialogue.
9. To create and publish digital multimedia asset pages on the IPPF website and internal facing assets e.g. Asset Bank
10. To update all social platforms – e.g. Twitter, Facebook
11. To write and publish media releases including syndicated pieces e.g. HuffPo 
12. To create simple graphics
13. To edit simple audio and video
14. To work within and contribute to the implementation of IPPF’s Communications Strategy.
15. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.
16. To build and maintain positive working relationships with all members of staff and contacts both within and outside the Federation.
17. To become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance. 
18. To take collective responsibility for safeguarding
19. To become familiar with the Federation’s Health & Safety Programme guidelines.  To do everything possible to ensure a healthy and safe working environment.
20. To undertake any other reasonable duties as may be requested from time to time.

3.	RESPONSIBILITIES
Describe:		a)	staff responsibilities carried out by the job holder.

N/A

		b)	financial responsibilities carried out by the job holder. 

Manage a small internal communications budget.

		c)	advisory responsibilities carried out by the job holder.

Advise the Director of Communications, liaise with other senior staff in Central Office, Regional Offices and potentially MAs as appropriate. Coordinate with Organizational Learning Adviser. 

PERSON SPECIFICATION

4.	EDUCATION & QUALIFICATIONS
Describe the likely educational/training background of the job holder.

· Degree, preferably in marketing/communications field or equivalent standard of education.

5.	PROVEN ABILITY
Describe the minimum level of professional experience required to do the job.

· Developed application in internal communications initiatives.
· Background/understanding of development issues desirable. 
· Strong background in creating engaging written content and other messaging

6. 	SKILLS
Detail the skills needed to do the job, including languages.

· Innovative and creative thinking.
· Good communications skills 
· Excellent writing skills, including the ability to write, quickly, clearly and concisely, producing engaging copy 
· Ability to work within defined budget. 
· Production and publishing knowledge about external materials. 
· Sound administrative and organizational skills. 
· Computer literate – to include experience of working with Portfolio and publishing management software tools e.g. Basecamp.  InCopy software skills desirable.
· Flexible – team player 

7.	PERSONAL COMPETENCE
Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.

· Excellent understanding of financial management and risk issues in international development sector.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Discretion in handling confidential/ sensitive information.
· Honesty and Integrity.
· Understanding of and a commitment to safeguarding including child protection, in a local and international context.
· Supportive of a woman’s right to choose and to have access to safe abortion services.
· International Travel of up to 20 days

