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	Assistant Director of Communications
Job Description and Personal Specification

	
	

	Job title: 
	Assistant Director of Communications

	Place of work:
	27 Pear Tree St, min 1 day/week in office, rest of hours flexi working

	Hours of work:
	37

	Pay band:
	Partner

	Reports to:
	Director of External Affairs and Partnerships

	Level of screening:
	None

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. Firstly, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	As Assistant Director of Communications, you will be part of an energetic and impactful team with a fun but hardworking culture. You’ll work with colleagues across the range of Catch22 hubs and services to deliver first-class communications support and evolve our communications strategy.
Reporting to the Director of External Affairs Partnerships, you will oversee our Marketing, Digital and Social Media, Design and Internal Communications functions. 
Your role will be focused on supporting senior staff within the communications team to align activity and plans so they meet Catch22’s Communications and wider organisational goals.
You will ensure your team have the skills and support to find creative solutions to communications challenges both internally and externally, deliver excellent customer service and ensure colleagues are actively engaged in Catch22’s work.
As a leader in Catch22, you will liaise with senior members of the Development, Operational and Corporate services teams and find ways to inspire confidence and collaboration with your peers. You will also take the lead on specific projects or workstreams.
You will provide information to the Director of External Affairs and Partnerships to support in setting the function’s strategic direction. You will also be a key line of communication between day to day activities and strategic development throughout the year.  



	Main Duties & Accountabilities


Lead and inspire the Communications team to achieve team goals

You will lead the day-to-day organisation of the Communications team; managing priorities, assigning resource to projects and tasks, troubleshooting and offering support where appropriate. You will help translate the Communications strategy into practical, deliverable workstreams, with clear timelines, resourcing and goals, as well as keeping the team motivated.
Develop and drive Catch22’s internal communications strategy
Working with our Senior Internal Communications Officer and People Team, you will develop and drive Catch22’s internal communications strategy, ensuring that there’s a shared vision across the organisation and a clear plan for delivery. You’ll work with colleagues across corporate services and the wider Catch22 hubs to ensure internal communications activity is well planned, engaging and tied into organisational goals.
Marketing and Communications strategy
As well as overseeing Catch22’s communications strategy (both external and internal), you will develop tailored communications plans for Catch22 programmes and services as required, reflecting the breadth of communications support available – from branding and design through to social media marketing, digital content and media engagement. 
Working with our three Hub Communications and Policy Managers, you will ensure each Hub us clear on the communications support available to them and ensure we support each Hub effectively.

Write compelling copy
You will be adept at writing copy for a range of audiences and media – including blogs for our website, announcements, press releases, impact reports and marketing materials. 
Represent Catch22
You will represent Catch22 at relevant external events and meetings, advocating on our behalf and able to talk confidently about our numerous areas of work. 
Grow your internal relationships

As a key member of the Communications Team, you will build internal relationships across teams to gather information on current trends and spot opportunities. You’ll work with other Ads and with Directors and members of our Chief Officer Group to ensure communications activity is supporting business goals.
Delivering training

You will work with other communications team members to deliver communications training to teams and services across Catch22, covering key topics such as presentation techniques, writing compelling copy and audience engagement.
Oversee team development needs 

As team lead, you will work with the Director of External Affairs and Partnerships to understand skills gaps and source appropriate training for team members. You’ll provide constructive feedback and ensure continuous learning. 

Other responsibilities:

· Line manage the Head of Digital and Social Media, Head of Policy and Campaigns, Senior Graphic Designer and Senior Internal Communications Officer.
· Play a full part in Catch22 organisational life and culture and encourage it in colleagues

· Ensure the implementation of Catch22’s Equal Opportunities Policy and Diversity and Equality Policy in its widest sense.

· Comply with Catch22’s financial regulations

· Maintain excellent professional standards in all aspects of project work.

· Comply with Health and Safety policies and procedures

· Carry out such other relevant duties, as may be required and as are commensurate with the nature and grading of the post

	What does good look like for this role?


Attributes: 

· Experienced in managing and team and creating a positive can-do culture 

· An ambassador for Catch22, with autonomy and flexibility in building positive external relationships across a range of stakeholders
· Flexible and adaptable: able to adapt activity and approach dependent on need and business priorities 
· An empowering manager and leader: able to inspire and get the best from the immediate team, close colleagues, and wider teams.
Personal qualities
We’re looking for someone who is committed to the Catch22 values of:
· Compassion: Approaches all situations with sensitivity and able to empathise with the challenges our service users face
· Collaboration: Can work effectively with others to deliver results that are beneficial to all parties
· Empowering others: building confidence and ability within teams in order to 
· Curiosity: Aware of current technologies and trends within the communications space, and how these can be used effectively at Catch22
	Organisational Relationships

	· Report to the Director of External Affairs and Partnerships and contribute to the delivery of Catch22’s Communications Strategy, which in turn delivers on the Catch22 Business Plan. 
· Work closely with the Assistant Director Partnerships, Assistant Director of Business Development, Chief Development Officer and wider Development Team to ensure all activity is aligned.
· 
Build strong relationship with other functions, especially Operational Assistant Directors in order to understand our operational hubs and markets.
· 
Establish strong working relationships with corporate and operational colleagues and corporate services (such as finance) that you will be reliant on to do your job well.





	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	· Strong command of English & Maths


	· Leadership qualifications


	Application Form

Interview/Selection Process

	KNOWLEDGE
	· Strong knowledge of the range of communications disciplines – including internal communications, marketing, digital and social media and media relations
· Knowledge of effective marketing techniques to reach a range of audiences – from service users to commissioners and potential partners.


	· Knowledge of the potential of technology and AI to enhance communications and employee engagement.

	Application Form

Interview/Selection Process

	EXPERIENCE


	· Proven ability to deliver effective communications strategies.
· Proven ability to demonstrate the impact of communications work, through agreed metrics 
· Experience overseeing a range of workstreams 
· Experience leading and motivating teams


	· Experience leading a multi-disciplinary team.
· Experience of managing budgets

· Experience of working with directly service users to help create effective communications materials
	Application Form

Interview/Selection Process

	SKILLS & ABILITIES
	· Ability to lead teams, inspire them to pursue a vision and deliver against targets
· Ability to translate strategic vision with clear targets and measures of success

· Ability to organise and prioritise a large and complex workload
· Ability to write well for a range of audiences and on a range of media
· Strong interpersonal skills – ability to build excellent relationships both internally and externally

· Excellent written and verbal communication skills

· Strong skills in Microsoft suite: Word, Powerpoint, Excel

· Ability to proofread and edit documents quickly

	· Ability to have 360 degree view of strengths and challenges within organisation, in context of own responsibilities and harness these insights in work

· Coaching and mentoring skills

	Application Form

Interview/Selection Process

	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required

	
	Application Form

Interview/Selection Process




