
JOB DESCRIPTION

	Role
	Head of External Relations and Knowledge Management
	Team 
	Business Support

	Responsible for
	Information Systems Manager
	Budget
	c. £145k

	Reports To
	Director of Strategy
	Directorate
	Strategy

	Post Reference
	MOPAC 021
	Grade
	1

	Purpose of the Role 

	Act as the strategic link between MOPAC and partner organisations in relation to communications, technological interaction and positioning of MOPAC. Responsible for the translation of core MOPAC strategies into message and communications material.  Deliver MOPAC’s communication strategy. Champion knowledge maintenance across MOPAC and ensure the adoption and maintenance of electronic record keeping systems.


	Main Duties and Key Accountabilities of the jobholder 

	· Responsible for leading the strategic interface with Government relations, the GLA, Local Authorities and with the Communications Directorate of the Metropolitan Police Service, ensuring that MOPAC’s messages are shaped, communicated and appropriately situated in a way that are transparent, maximises impact and enhances  our reputation
· Be the senior strategic lead to MOPAC, MOPAC Advisors and senior staff on all  aspects of communications and external relationship matters and decision making, ensuring that they have access to the information required to perform their roles effectively

· Act as strategic lead  on developing messages and MOPAC narrative, in partnership with GLA media team and advisors – leading on defining messaging across the organisation within the policing and criminal justice context, in conjunction with policy leads, Director of Strategy, GLA media team and advisors. 
· Liaison at senior level with SLT, GLA, Met Police, boroughs and Advisors – develop relationships to ensure consistency and co-ordinated communications to expert policing audiences. Intelligent client to shared service arrangement with GLA media team. 

· Be the strategic lead for the delivery of MOPAC’s ‘Big Data’ tools, through which performance data will be made available to partners, stakeholders and members of the public via a variety of media channels.
· Lead development of forward communications plan – leading on what are priorities, what should receive press/media attention and manage expectations on what will not. 

· Template and Brand Manager – Lead on best practice within the organisation on our brand and what templates we use for which communications. 

· Coach and train MOPAC colleagues on good communications practice – As and when necessary 

· Manage Information Systems Manager 

· Lead the development and implementation of Knowledge Management strategy for MOPAC.

· Act as the intelligent interface between IT Service Providers and Directorates, ensuring that technological business processes are efficient.
· Develop policies that ensure MOPAC adopts and maintains effective electronic record management arrangements that meet business needs and comply with best practice and relevant legislative frameworks. 



	Working Relationships and Contacts 

	The post holder will be required to develop, shape and maintain effective working relationships across the GLA family, partner agencies and their representative bodies, the Metropolitan Police, comms functions in boroughs and statutory and third sector partners.  There will also be working relationships with Safer Neighbourhoods Boards and Independent Custody Visit Scheme Boards.

	Role Requirements  

	Professional communications experience at senior/executive level. Ability to craft and deliver a communcations strategy and messages. Knowledge and understanding of either policing or local governance and the public service landscape. Ability to manage IS/IT service providers, including the IT shared services arrangement with the GLA. The post holder will be expected to take on such corporate responsibilities as may be necessary from time to time. This role will require the need to work outside office hours occasionally.
Required Competencies
•
Proactively involves partners in strategic thinking, incorporating their views into plans and working with them to align strategic priorities

•
Create a culture of flexibility and responsiveness, mobilising MOPAC to respond swiftly to changing priorities and turn ambiguous or difficult situations into opportunities

•
Instils a culture of high performance and outstanding results where staff are encouraged to perform to their best

•
Role model strong leadership, influence and accountability for the achievement of outcomes relevant to MOPAC’s priorities

•
Drive a performance culture across the MOPAC and achieve results through others, resolutely holding them accountable for outcomes


	General Responsibilities

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.

· To undertake such other duties as may be reasonably expected.



	Management  Responsibilities

	· To ensure, with MOPAC’s COO and, where appropriate, legal advisors, that the Mayor, DMPC and MOPAC fulfil their legal and audit related obligations, are statutorily compliant and respond efficiently and effectively to relevant London Assembly committees and sub-committees

· Fully contribute to the effective leadership of the organisation and the development of a delivery culture which enables MOPAC to improve and innovate and effectively deliver the Mayor and Deputy Mayor’s visions.

· To promote equality and inclusion across all of MOPAC’s programmes and employment through policy initiatives, personal example, open commitment, clear action and direction. 

· Responsible for the effective management of performance and capacity with direct reports, confidently resolving people issues and supporting team members in their professional development and designing individual, team and corporate development. Undertake mentoring and coaching roles within the organisation ensuring the necessary development of skills and capabilities needed.


