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	Job Title
	Internal Communications & Engagement Manager


	Grade

	SME 3

	Location

	Hemel Hempstead/Leeds/Hybrid Remote



Role

Reporting to the Head of Marketing Communications within the Marketing and Brand directorate, the Senior Internal Communications & Engagement Manager leads the strategic planning and delivery of effective communications to over 1,000 corporate employees at NHS Professionals.

As a key member of the Marketing and Brand team, the Senior Internal Communications & Engagement Manager is responsible for developing and implementing an internal communications strategy that aligns with NHSP’s overall strategic goals. This includes identifying and targeting key audiences and channels for communication; developing engaging content; and working cross-functionally with stakeholders at all levels. 

As NHSP’s lead Subject Matter Expert in internal communications, the Senior Internal Communications & Engagement Manager will advise on all aspects of employee communication and engagement, taking into account complex internal and external landscapes/environments. This includes working closely alongside senior stakeholders to deliver organisational change or deliver communications strategy related to emerging operational priorities. The postholder will be adept at setting and driving communication strategies independently with minimal manager supervision, taking ownership of projects from end to end.

The postholder will oversee the delivery of communications across a wide range of channels, including the weekly company newsletter ‘Need to Know’; ad hoc email communications; and presenting/facilitating business-wide webinars.

The Senior Internal Communications & Engagement Manager will ensure that all corporate communications are inclusive, timely and accessible; that they celebrate NHSP’s success; and that they motivate our people to deliver NHSP’s mission of Putting People in Places to Care. 

The postholder will also ensure that internal communications are aligned to change initiatives in the business so that all stakeholders are kept informed.

In addition, the postholder will be instrumental in helping employees across the business to feel included and able to thrive at NHSP, through the delivery of communications that support the company’s EDI and wellbeing goals.      

The Senior Internal Communications & Engagement Manager will manage relationships with multiple stakeholders, often at the most senior level and with competing priorities. As well as working at the heart of the Marketing and Brand team, the postholder will also have key stakeholder relationships with:

· The Executive Committee and Board 
· The People Team
· IT and Transformation teams
· Client Services and Operations
· EDI Council and Staff Support Networks
· The People Forum
· The Executive Support team – particularly the Chief of Staff and Senior EA.

The postholder is responsible for the ongoing business-wide Internal Communication Plan and is also the owner of the internal comms request process, ensuring that all requests are actioned as appropriate within an SLA of 3-5 working days. 

Additionally, the Senior Internal Communications & Engagement Manager is the Product Owner for all key internal communications tools and platforms, including systems used for corporate email communications (i.e. Staffbase); enterprise social networking (i.e. Viva Engage) and the company intranet (SharePoint intranet and news pages). 

The postholder is also responsible for measuring the success of communication efforts, adjusting strategies as needed, and reporting on overall progress to senior leaders. 

Responsibilities
· Day-to-day delivery and management of the Internal Communications function
· Ownership and responsibility for identifying communications needs and opportunities, in line with key programme objectives, to engage NHSP colleagues, such as transformation
· Work collaboratively with teams across NHSP to ensure communications objectives are met and drive engagement 
· Provide specialist, strategic communications advice to colleagues, including the Executive Team
· Create written communications and messaging rapidly, within an environment that may require a change of communications direction in line with external events or mandatory governance requirements
· Deliver company-wide webinars, presenting and facilitating as required
· Coordinate and liaise with internal stakeholders from other departments and stakeholders, especially the Marketing and Brand team, to ensure that internal communications reflect corporate tone of voice.

Accountabilities
· Accountable for the planning, organising, development, implementation and evaluation of internal communications strategies to deliver NHSP's vision, values and corporate objectives 
· Advise on and create written communications, targeted to NHSP corporate staff to maximise engagement and understanding.
· Provide Management Information which tracks and records progress of internal communication deliverables, including documenting action points and follow up. 
· Accountable for the overall leadership and delivery of the internal communications programme including planning, execution, monitoring, controlling, reporting, and closing all aspects.

Key Values:

In addition to undertaking the duties as outlined above, the job holder will be expected to fully adhere to the following: 

· Equality and Diversity
To act in accordance with NHS Professional’s Equality and Diversity Policy, this is designed to prevent discrimination of any kind.
· Health and Safety
Ensure that all duties are carried out in line with NHS Professional’s Health and Safety Policy.
· Corporate Image
Adopt a professional image at all times.
· Risk Management
Responsibility for reporting complaints, incidents and near misses through the Complaints and Incidents Management System (CIMS)
Responsibility for attending health and safety training as required.
Responsibility for assisting in risk assessments.

· Scheme of Delegation
To comply the Scheme of Delegation this requires any employee to declare an interest, direct or in-direct, with contracts involving the organisation.
Note: 

This job description outlines the roles, duties and responsibilities of the post. It is not intended to detail all specific tasks. 

Acceptance:

I agree to undertake the duties of the job in accordance with the above
Signed:..…………………………………………..…	(Job Holder)	Name: ………………………………………………	 (Print)	
Dated ……………….

Signed: ……………………………………………	(Line Manager)	Name: ……………………………………………... 	(Print)
Dated ……………….


	


Criteria:

	ESSENTIAL

(When applying for this job it is important you fulfil all these essential requirements.  If you do not you are unlikely to be interviewed)

	HOW IDENTIFIED


A / C / I / P/ R / T
	DESIRABLE

(When applying for this job it is desirable you fulfil these requirements.  However, if you do not you may still apply and may be interviewed)
	HOW IDENTIFIED


A / C / I / P/ R / T

	Qualifications and Knowledge:
	· Degree level or with equivalent experience.
· Solid communications background with a relevant qualification. 
· Demonstrable experience of change management and communications experience
· Knowledge on measuring ROI with good commercial awareness.
· Knowledge of internal platforms
· Exceptional writing skills
	A/C
	· Knowledge of data visualisation applications such as Power BI 
· Sophisticated proficiency in Microsoft Excel (pivot-tables, V-lookups, graphics etc.) and other Microsoft Office applications
	C

	Experience:

	· Extensive experience of devising and running internal communications campaigns
· Experience working with video, email and alternative community platforms such as WhatsApp etc.
· Experience of presenting and facilitating company webinars and in-person events
· Experience of developing project plans to facilitate the campaign implementation process.
· Experience of working in a structured, project-focused environment.
· Working with senior management/ board level.
· Managing mid to junior level teams

	A/I
	· Experience of working in a health care setting.
· Experience of membership or training organisations
· Experience of working in both B2B & B2C environments.


	A

	Communication and People Skills:
	· Team leadership and engagement to foster trust and encourage stretch in their work
· Excellent influencing and interpersonal skills. Ability to communicate both internally and externally on a number of levels; track record of building internal and external relationships.
· Excellent written and verbal communication, able to deliver results working with cross-functional teams
· Ability to influence, persuade, negotiate, delegate, prioritise and organise multiple concurrent tasks.
· Excellent presentation and meeting management skills
· Development and management of internal communications plans 
· Analysing and presenting statistics
	A/I/T
	· Stakeholder analysis
· Experience in working with clients to support organisational change
· Experience of supporting clients with complex queries 


	

	Organisational Skills:

	· Decision facilitator
· Extremely organised, able to stay calm under pressure and capable of balancing multiple projects and requests simultaneously
· Ability to work under pressure and to tight deadlines
· Work without direct supervision; manage own time effectively
· Experience of coordination of team members working remotely.
	A/I
	
	

	Specialist Knowledge/ Skills:
	· Computer literate
· Creativity and innovation
· Confident deriving insights from data and research materials, an ability to turn this into meaningful recommendations 
	A/I
	Sub-editing skills
	

	Physical Skills:

	· Must be able to pass pre-employment assessment
· Advanced Keyboard skills
· Must hold a current UK Driving licence or have the ability to travel using public transport
	P
	
	

	Equality:

	· Candidates should indicate an acceptance of and commitment to the principles underlying Equality and Diversity and Health and Safety Policies.
	A/I
	
	




Key:  A = Application Form C = Certificate I = Interview P = Pre-employment health screening   R = References T = Tests/presentation
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