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Job Description 

	A  Post Details

	Job Title:  Internal Communications Manager
	Grade: B002

	Department:  Communications and Engagement
	Division: A

	Reports to: Internal Communications Lead
	Contract Type: Permanent

	Level of Vetting:Baseline
	Numbers in Post: 2

	Welsh language requiredNo

	B  Purpose of the Post

	The postholder is responsible for assisting the People Communications team in delivering its, and BTPs, strategic goals by providing support that focuses on delivering impactful internal communications. This role plays a vital role in delivering improved employee awareness and understanding of the connection between their roles and our vision and values and to influence the organisational behaviours and culture to help us deliver that vision.
They will lead on the development, implementation, and evaluation of innovative communications strategies, ensuring alignment with organisational objectives and the All People Survey.

They are the subject matter experts for Internal Communications, providing specialist advice to leaders and managing key projects that drive employee engagement and organisational culture. The role also plays a significant role in communicating during emergency events, ensuring our people have the information they need to do their jobs. This may involve working outside of normal core hours as needed.

	C  Dimensions of the Post


	 Financial – Direct or Non-Direct
None
Staff Responsibilities – Direct or Non-Direct
Non-Direct – influence over the work of the Communications and Engagement Department as a result of the outcomes of the ‘All People Survey’ and ensuring a co-ordinated set of improvement activities are in place.
Any Other Statistical Data
The Communications and Engagement team provide services critical to British Transport Police being able to professionally communicate and engage with its people in order to deliver its strategic objectives and values. They are the subject matter experts who advise stakeholders of all levels, providing day-to-day tactical support in the delivery of employee engagement and two-way communication activities, whilst delivering the all people survey and the subsequent force commitment to making changes for our people.

	D  Principal Accountabilities

	 Be the subject matter expert for internal communications, providing internal communications support and advice for stakeholders across the force.

Advise functions and teams about how to get the most out of their audience using a multi-channel approach, as the subject matter expert in communicating with an internal audience.

Be the communications SPOC for emergencies and gold/silver groups where needed, ensuring that employees are provided with swift, clear-to-understand advice on what they need to know to do their roles and keep themselves and colleagues safe. This may include being on site to provide direct advice to Gold, drafting papers for Gold, briefing notes for the Chief Constable’s call, scripts for videos for senior officers and messages and speeches for COG members.

Provide a first-class internal communications service, always looking for innovative ways to reach out to your audience and keeping up to date with industry trends. 
Drive the cultural shifts underway of plain English and two-way communication which enables employees to speak up and be heard.
Develop strategies to maintain and increase the adoption and use of Viva Engage as our main two-way internal communications tool, working with leaders to understand the value of engagement on this channel. Ensuring Viva Engage continues to form an integral part of our internal campaigns, gathering audience insight and engagement levels.
Be the communications lead for diversity and inclusion within the Force, helping to build a truly diverse workforce and an inclusive culture where our people feel valued and able to bring their whole selves to work.
Analyse and evaluate data and colleague insight to inform communication strategies, measure effectiveness, and drive continuous improvement. Represent the department at cross-functional meetings, and external forums where needed, sharing best practice and influencing organisational strategy.

Lead on the delivery of the annual all people survey communications and assist with arranging post survey briefings and action plan reporting. Manage the departmental action plan ensuring it remains up to date.

Partner with Communications and Engagement colleagues to deliver aligned and consistent communications, across internal, external, stakeholders and division building relationships and sharing  insight across our organisation.
Support the Internal Communications Lead with the implementation of a ‘cascade’ structure to allow regular dissemination of key strategic information from the Chief Officer Group downwards, including every level of the organisation.
Support the Internal Communications Lead with the implementation a Forcewide recognition scheme including an events schedule to celebrate our unsung heroes
Accountability for the internal communications section on Tracks to promote the department and our ways of working.


	E  Decision Making


	Make decisions
Responsibility to direct content which positively impacts on employee experience.
Make decisions on the content and look of strategic internal communications.
Significant say in decisions
Influence decisions on responses to a wide range of projects, this may include advising COG members including the chief Constable, directly.
The post holder may need to work alongside the Gold Commander in the Gold Suite providing advice and guidance that will influence the handling of communications relating to critical incidents or planned events.

	F  Contact with Others 


	Internal
Continuous contact and collaborative working with department members to ensure co-ordinated approaches and consistent messaging across internal and external audiences
Contact with departments across BTP, all divisions and with staff and officers of all levels, including senior management to provide advice and guidance on how best to deliver internal communications and how to engage with internal audiences.
External
Liaison with staff associations, BTPA and Government Internal Communications professionals.

	G  Essential Criteria 


	Click or tap here to enter text.
	
Qualifications and Training: 


	Educated to degree level in a relevant subject or similar professional qualification and/or work experience 


	Experience:
Excellent interpersonal and communication skills in Welsh   No


	Significant experience in an internal communications function Experience of working with two-way communications methods
Experience of supporting internal communications projects with experience of the delivery of employee listening tools or a new intranet being preferable
Demonstrable experience of contributing to internal communications campaigns, with a focus on the planning, execution and measurement.
Experience of working in a fast paced, public facing organisation.
	Skills:
Excellent interpersonal and communication skills in Welsh     Select 


	An effective, innovative and creative verbal and non-verbal communicator. The ability to translate complex information into simple, engaging and human centered language and produce written content for an internal audience to an extremely high standard.
Politically aware and astute, demonstrates the ability to make decisions and give advice to stakeholders within the context of the whole organisation and the external environment.
Proven experience of effectively using a multi-media approach to target and engage with different audiences.
Ability to work in a busy and high-pressure environment and to tight deadlines - managing multiple projects and stakeholders with the ability to prioritise.
A strategic and practical thinker.
Able to work as an individual or part of a team.
Able to work on their own initiative.
Ability to establish, build and maintain relationships with key stakeholders.
Excellent influencing and negotiating skills, helping people understand the value of internal communications
/ taking targeted and relevant approach.
Credible in front of senior stakeholders
	
Knowledge:


	Knowledge of internal communications in response to crisis scenarios.
In depth knowledge of internal communications theory, audience segmentation, planning, measurement and execution.
Understanding of technology tools that support internal communications, such as Sharepoint and Viva Engage.
	
Desirable criteria: 


	Writing for an internal audience across multiple mediums 
Stakeholder engagement
Communications planning
Working in a politically sensitive environment
Ideally you will also possess one of the following: IOIC Foundation, Diploma of Proficiency in Internal Communication, IABC Foundation, IABC Generalist/Specialist, CIPR Internal, Communications certificate, Melcrum – Black Belt 1

	H  Additional Information


	You will be a resilient individual, able to work collaboratively in a fast-paced environment and quickly adapt to changing and evolving circumstances and priorities. You will be passionate about delivering good internal communications and using this to effect organisational culture change, you believe that understanding your audience is at the heart of all effective communication and will be keen to build knowledge of your audience and use that to guide your communications outputs, anticipating and adapting to audience trends.
You will have excellent interpersonal skills that allow you to communicate at all levels in a clear manner and with a commitment to delivering exceptional customer service. Believing that effective communications are crucial to the delivery of policing and keeping the public safe, to achieve this objective you will be able and willing to challenge at any level in an appropriate manner.
British Transport Police covers 3 countries, and this role may require travel across the countries to meet with stakeholders, members of staff, management and suppliers as needed.
British Transport Police believes in inclusivity in public service, and as such your working hours will be reflective of operational and public needs.
	

	For Panel to complete only:
Panel Approval: (this will only be signed off once the job has gone through the Job Evaluation Panel)
Date:Click or tap to enter a date.


Please submit with supporting documentation (organisational charts, job descriptions) via the Hub 
You will be advised of a panel date following receipt of the submission
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