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JOB TITLE:
Communications and Marketing Manager, CRAC (Vitae)

REPORTS TO:
Deputy Director, Vitae

JOB PURPOSE: 
To manage communications and marketing for Vitae
GRADE:                      4

Date of Issue:             May 2010

· Developing, overseeing and delivering Vitae’s communications strategy which aims to promote the value of researchers’ professional development to senior staff in government, professional organisations, universities and to researchers

· Developing and managing key communications relationships, including with national and specialist media, and with communications counterparts in stakeholder organisations in order to gain visibility for Vitae’s remit and brand
· Develop and maintain Vitae and CRAC brand and style guidelines and ensure adherence 

· Oversee development, production, stock management and distribution of research publications, learning materials and other resources; produce regular updates on Vitae activities, events and publications

· Oversee relevant content on the Vitae website including; accountability for the content of the Vitae homepages, news, events and publications sections 

· Oversee processes and resources to ensure effective communications across the Vitae team including Hubs, partners and suppliers
· Develop and implement marketing activities to promote Vitae products, courses, events and conferences to stakeholder groups

· Communicate clearly, both internally and externally, verbally and in writing to a wide variety of audiences to achieve results and provide a quality service

· Manage staff and budget to deliver the communications objectives to time and standard 
PERSON SPECIFICATION AND EXPERIENCE

	Knowledge and Experience

Background and experience in communications and managing external relations

E
	

	Understanding of communications and marketing processes



E

ICT literate (MS Office) with advanced knowledge of Excel




E

Previous experience in a senior role in communications

                                   E
Previous supervisory/line management experience
and the management of resources
E
	

	Marketing qualification








D

Background to trends and developments within the researcher development sector
D
	

	
	


	Attributes
	

	Creative and strategic approach to communications





E

Ability to work independently and as part of a team





E

Business awareness and customer focus






E

Willingness to travel and work away from home, outside standard office hours

E

Ability to work under pressure, using sound time management and prioritisation skills 

in order to meet deadlines








E

Ability to use initiative and be self-motivated






E
	

	
	

	Skills
	

	Excellent communication skills both written and oral





E

Team focused with good interpersonal skills






E
	

	Sound time management and prioritisation skills





E
	

	Problem solving skills









E

Negotiation and influencing skills







E

Self development skills








D
	

	Desk top publishing skills                                                                                                     D
	

	Strong delivery skills                                                                                                            E
	

	E = essential
D = desirable 

	




