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FOR EAST ANGLIA

JOB DESCRIPTION

Appointment Details

a. Job Title:		Communications Manager

b. Job Grade:	C2

c. Department:	Communications

d. Reports to:	Head of Engagement

e. General description of the Appointment: the Communications Manager supports the delivery of the East Anglia RFCA management plan with Corporate Communications, Internal Communications, Digital Services, Public Relations, content creation, brand management, website maintenance and campaigns. The post holder will be required to work closely with colleagues at all levels to deliver their business outputs.

Overview

01. EA RFCA is one of 13 RFCAs which provide support for Reserve Force and Cadet Units throughout the UK. Each RFCA has a volunteer membership of some 120 –150 and is served by a small, full time, salaried Secretariat and Army Cadet Force (ACF) Permanent Support Staff.

02. The RFCAs are represented nationally by the Council of RFCAs (CRFCA). The Chair of each RFCA is a member of the Council, which employs a secretariat, who through the CRFCA Executive Board direct and coordinate the activities of the RFCAs. CRFCA is the single point of contact for all Ministry Of Defence (MOD), Defence Infrastructure Organisation (DIO) and Single Service stakeholders from whom the RFCAs are funded.

03. The main roles of RFCAs are:

a. Assistance and advice to the Defence Council.

b. Representation and advocacy of the Armed Forces (specifically the Reserves and Cadets).

c. Welfare and administration of the Reserves and Cadets.
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d. Hard and soft facilities management for the Volunteer and Cadet Estate.

e. Personnel and financial management.

f. Indirect support to recruiting for the Army and the Army Reserves (and other Services as requested).

g. Marketing and publicity for the Reserves and the Cadets.

h. Employer Engagement and support.

i. Community Engagement.

04. The staffs of the RFCAs maintain close liaison with the relevant Royal Naval, Royal Marine, Army and Royal Air Force Headquarters and DIO to ensure effective coordination of supporting activities for the Reserve Forces and MOD sponsored cadet organisations.

Primary duties

05. Assist the Association staff and members to communicate effectively with stakeholders.

06. Develop and maintain the Association’s website and oversee the Association’s social media activity. 

07. Ensure brand compliance and alignment with MOD and RFCA corporate policy.

08. Promote the Association in accordance with the vision and mission statement.

09. Working with the Chief Executive, highlight the work of the RFCA staff and members in delivering aspects of the Service Level Agreement with the Defence Council, including producing & distributing the Chair’s annual report and regular e-news.

010. Working with the Deputy Chief Executive, highlight the RFCA’s contributions to the Army Cadet Force, Air Training Corps and Sea Cadet Corps as resourced.

011. Working with Employer Engagement teams within East Anglia RFCA and at Defence Relationship Management, highlight the RFCA’s contributions to     Defence employer engagement initiatives, including the Armed Forces Covenant and the Employer Recognition Scheme.

012. Working with the Head of Engagement, highlight the RFCA members  contributions to community engagement and the wellbeing of the Reserves and Cadets in the region, including  relaying the annual statutory reports (Annual accounts, Cadet Health Check, External Scrutiny Team).

013. Working with the Estate teams within East Anglia RFCA, highlight the RFCA’s contributions to maintaining the Volunteer Estate and generating regional income.

014. Produce reports on the Communications & PR outputs and outcomes, as requested by the Line Manager including reports for monthly senior leadership team meetings and quarterly media monitoring & communications coordination meetings.

015. Line manage the Administrative Officer (Communications), who is responsible for delivering effective social media execution and reporting, graphic design, social media strategy, social media account security, content calendar, identifying influencers online, building social media campaigns, fielding questions and scheduling posts in accordance with wider RFCA best practice. 


Secondary duties

016. Support the execution of promotional events such as Cadet Centre openings and commemorative celebrations.

017. Provide advice on ways to invigorate existing campaigns.

018. Any other duties as directed by Line Manager which they can reasonably be expected to undertake.

Training

019. The post-holder is required, as identified in discussions with the Line Manager, to make use of all relevant opportunities for training that may improve the effectiveness and efficiency of their appointment.

Reporting

020. The Head of Engagement has Line Manager responsibilities for the Communications Manager. The Countersigning Officer is the Chief Executive.

021. The Communications Manager has Line Manager responsibilities to the following:

a. Administrative Officer (Communications) – Grade E1

Person Specification

022. Civil Service Behaviours required (Success Profile)

a. Seeing the Big Picture- Level 3

b. Changing and Improving- Level 3

c. Making Effective Decisions- Level 3

d. Leadership- Level 3

e. Communicating and Influencing- Level 3

f. Working Together- Level 3

g. Developing Self and Others- Level 3

h. Managing a Quality Service- Level 3

i. Delivering at Pace- Level 3

023. Required skills/experience:

a. Experience maintaining and developing a Wordpress website.

b. Computer literate, including a good working knowledge of current MS-Office applications. Training will be provided on bespoke programmes.

c. Able to effectively use internet research and AI tools to produce insightful reporting to stakeholders.  

d. A full driving licence is required.

e. A working understanding of social media platforms, email marketing tools, and how to use these to engage with audiences.

f. The post-holder will be required to hold an Enhanced clearance from the Disclosure and Barring Service (DBS) and to be SC Cleared through National Security Vetting.

024. Desired skills/experience:

a. Qualification - Preferably educated to degree level or equivalent.

b. Understanding of the three services (Army, Navy and Air Force – Regulars, Reserves and Cadets).
c. Line management experience.

d. Budget management experience.


025. Personal qualities & behaviours:

a. Confident and astute communication skills, with a high level of emotional intelligence and the ability to engage with individuals at all levels.

b. Excellent communication, interpersonal and presentational skills.

c. Strong sense of team work.

d. Proactive and self-motivated. 

e. Keen to advance individual skills and personnel development.

f. Ability to prioritise tasks and time manage effectively recognising where influence and authority lies and its impact on account activity.

g. A self-starter with a high degree of flexibility and adaptability. Excellent team-working ability.

h. An inquiring mind with an organised approach to engagement and information management and good attention to detail.

Other requirements

026. Whilst the role is Chelmsford-based, some travel across the region (Bedfordshire, Cambridgeshire, Essex, Hertfordshire, Norfolk, and Suffolk), is expected.

027. The successful individual will need to comply at all times with RFCA health and safety policies and procedures, and data protection/freedom of information requirements.

Other Features

028. This job description should be discussed/read with the Line Manager at the time of receiving the Annual Staff Report.

029. The Job Description may be reviewed in the light of changes during the period of the appointment and on change of incumbent.
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