Job Description
Job title:

Digital Communications Manager
Grade:


9

Post number:  
Directorate:

External Affairs
Unit:


External Relations
Job purpose

Support the Head of Digital Communications to develop and deliver an innovative, ambitious and high performing digital communications strategy for the GLA. The Digital Communications Manager will lead on the development of digital communications across all GLA digital platforms. They will be responsible for leading our digital communications team, planning and managing the overall delivery of engagement tools, digital comms campaigns and tactics and reporting on performance of the team. 
Principal accountabilities

1. Lead the GLA’s digital communications team in our External Relations unit, including the senior digital marketing officer, digital content editor, video producer and social media executive.   
2. Work closely with the Marketing Manager, London.gov.uk Product Manager and Digital Content Manager as well as Policy and Events teams in digital communications campaign planning and delivery across the GLA, advising on digital communications tactics for integrated marketing communications plans. 
3. Lead the team in developing innovative digital communications products, tools and features to engage and inform Londoners about the work of the Mayor and the GLA, delivering best-in-class communications and achieving our goals of increasing reach, engagement and access to London’s government. 
4. Work alongside the Marketing Manager to support the Senior Manager: Marketing Campaigns to implement the marketing and communications strategy across social media, email, paid media and emerging digital channels, ensuring the opportunities which digital communications offers are embraced by the organisation.
5. Take a rigorous approach to planning and management, ensuring that digital communications objectives are clearly defined and appropriate performance management processes are in place, propositions are based on user behaviour and need, appropriate channel strategies are defined and effective project management and reporting processes are in place. 

6. Manage Mayor of London and London Gov social media channels including Twitter, Facebook, Youtube and Instagram, including management of the weekday and out-of-hours social media rotas. 
7. Develop and plan new digital engagement products and channels, working with the Digital Team, Technical Group developers and external suppliers.    
8. Grow our organic audiences across social media, email and London.gov.uk.
9. Implement testing and optimisation strategies across our digital communications programme.
10. Contribute to the marketing and communications evaluation programme - reporting on digital communications performance. 
11. Ensure effective management and development of the digital communications team by formulating clear team and staff objectives and targets, appropriate staff development programmes and sound performance management practices
12. Manage resources allocated to the job in accordance with the Authority’s policies and code of Ethics and Standards. 
13. Realise the benefits of London’s diversity by promoting and enabling equality of opportunities, and promoting the diverse needs and aspirations of London’s communities, 
14. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi disciplinary cross-department and cross organisational groups and tasks and teams.
15. This role will include some work outside of usual office hours, including weekends, bank holidays and evenings. 
Key contacts
Accountable to: 
Senior Manager: Marketing Campaigns
Accountable for: 
Resources allocated for the job

Principal contacts: 
Assistant Director External Relations, Mayor’s office/Head of Digital Communications, Marketing Manager, External Relations Digital and Creative Services teams, Press Officers, Policy Officers, Heads of Units, Consultation Team, GLA Functional Bodies, external suppliers. 

Person specification

Technical requirements/experience/qualifications
1. Significant experience of developing and implementing ambitious, high performing multi-channel digital communications strategies for large public-facing organisations. 
2. A thorough understanding of digital communications including social media, email marketing, data analytics, user experience, information architecture and accessibility. 
3. Extensive experience applying an audience/user-centric approach to digital communications work, using data analytics, user research and other sources of intelligence and insight. 
4. Track-record of growing audiences organically and using paid media, and delivering content strategies that drive engagement. 
5. Experience managing and developing a team of digital communications experts and content producers and of working across larger digital, creative and marketing teams to deliver campaigns and engagement products. 
6. Experience of running procurement processes, managing agencies and freelancers and maintaining a suite of cutting edge digital tools that support business objectives. 
7. Strong understanding of the work of the Mayor of London and the Greater London Authority and the associated functional bodies. 

8. Experience of working in a fast-paced and high-profile organisation or delivering work for clients like the GLA (e.g. government department, media organisation, agency, campaigns/NGO). 
Behavioural competencies

Strategic thinking 

…is using an understanding of the bigger picture to uncover potential challenges and opportunities for the long term and turning these into a compelling vision for action.

Level 3 indicators
· Translates GLA vision and strategy into practical and tangible plans for own

team or delivery partners

· Consistently takes account of the wider implications of team’s actions for

the GLA

· Encourages self and others to think about organisation’s long term potential

· Informs strategy development by identifying gaps in current delivery or Evidence

· Takes account of a wide range of public and partner needs to inform team’s work

Decision making 

…is forming sound, evidence-based judgements, making choices, assessing risks to delivery, and taking accountability for results

Level 2 indicators
· Takes decisions as necessary on the basis of the information available

· Makes decisions without unnecessarily referring to others

· Involves and consults internal and external stakeholders early in decisions

that impact them

· Identifies potential barriers to decision making and initiates action to move

a situation forward

· Demonstrates awareness of the GLA’s decision making processes and how

to use them

Building and Managing Relationships

…is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals;

Level 3 indicators
· Actively engages partners and encourages others to build relationships 
that support GLA objectives

· Understands and recognises the contributions that staff at all levels make

to delivering priorities

· Proactively manages partner relationships, preventing or resolving any Conflict

· Adapts style to work effectively with partners, building consensus, trust

and respect

· Delivers objectives by bringing together diverse stakeholders to work

effectively in partnership

Stakeholder Focus

….is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and mange others’ expectations:

Level 3 indicators of effective performance

· Understands diverse stakeholder needs and tailors team deliverables accordingly

· Is a role model to others, encouraging them to think of Londoners first

· Manages stakeholder expectations, so they are high but realistic

· Removes barriers to understanding the needs of diverse stakeholders, including hard to-reach groups

· Focuses own and team’s efforts on delivering a quality and committed services

Communicating and Influencing 
… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 3 indicators of effective performance

· Encourages and supports teams in engaging in transparent and inclusive communication

· Influences others and gains buy-in using compelling, well thought through arguments

· Negotiates effectively to deliver GLA priorities 

· Synthesises the complex viewpoints of others, recognises where compromise is necessary and brokers agreement

· Advocates positively for the GLA both within and outside the organisation

Managing and Developing Performance

.....is setting high standards for oneself and others, guiding, motivating and developing them to achieve high performance and meet the GLA’s objectives and statutory obligations

Level 3 indicators

· Motivates and inspires others to perform to their best, recognising and valuing their work and encouraging them to learn and reflect

· Sets clear direction and expectations and enables others to interpret competing priorities

· Agrees and monitors challenging, achievable performance objectives in line with GLA priorities

· Manages performance issues effectively to avoid adverse impact on team morale and performance

· Promotes a positive team culture that respects diversity and deals with barriers to inclusion

Planning and Organising 

……is thinking ahead, managing time, priorities and risk and developing structured and efficient approaches to deliver work on time and to a high standard

Level 2 indicators
· Prioritises work in line with key team or project deliverables;
· Makes contingency plans to account for changing work priorities, deadlines and milestones Identifies and consults with sponsors or stakeholders in planning work;
· Pays close attention to detail, ensuring team’s work is delivered to a high standard; 
· Negotiates realistic timescales for work delivery, ensuring team deliverables can be met;

Responding to pressure and change

….is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift

Level 2 indicators

· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure

· Anticipates and adapts flexibly to changing requirements

· Uses challenges as an opportunity to learn and improve

· Participates fully and encourages other to engage in change initiatives

· Manages team’s well being, support them to cope with pressure and change

