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	 Job Title
	 Communications & Public Affairs Manager


	 Grade
	 7

	 Starting salary
	 £61,820


	 Employment type
	 Full time, permanent

	 Directorate
	 Strategic Development

	 Department
	 Communications

	 Location
	 Edinburgh


Information about the role
Reporting to the Director of Strategic Development, the Communications & Public Affairs Manager is responsible for leading, developing, implementing and evaluating SLAB’s communications function. 
The postholder will promote best practice in communications across the organisation and lead the development of our public affairs work within a changing political environment. Acting as the organisation’s senior media contact, they will provide leadership across all communications activity, including media relations and public affairs.
Main duties and responsibilities
Developing, managing and delivering effective and accessible communications activity for specific key audiences and projects. Lead on development of SLAB’s Communications Strategy to support the Corporate Plan and design annual action plans to deliver the strategy objectives.
1.	Internal communications
· Developing and delivering an internal communication strategy, including advising the Chief Executive and Executive Team on communications objectives
· Developing and managing high quality effective communications for all aspects of the organisation’s activities and projects, including being the communications lead on all business plan projects
· Working with the Executive team and senior managers to cultivate an organisational culture where there is a transparency in communications and where information moves freely
· Promoting and advising on best practice in communications throughout SLAB
· Developing methods to ensure staff share information, events, ideas and good practice with colleagues.
2.	External communications
Developing, delivering, managing and monitoring an external communications strategy, including:

2.1 Media relations
Providing leadership on media relations:
· ensuring robust and timely responses to media enquiries, including drafting responses, obtaining evidence/data from colleagues, and providing advice to the Chief Executive
· proactive engagement with media to achieve coverage of legal aid priority issues aligned with SLAB objectives 
· responsible for out of hours media enquiries
· developing a media strategy to handle long-running issues, where necessary, in collaboration with Scottish Government
· senior media link for board members.
2.2 Public Affairs
· Working with colleagues, develop and deliver an engagement strategy for key stakeholders in line with our corporate objectives
· Build relationships and processes to ensure key stakeholders have the information they need to make decisions and engage on legal aid issues
· Collaborate with colleagues in drafting compelling key messages and translating complex policy and technical issues into clear and accessible narratives.  
2.3 Communications
· Working closely with the Chief Executive, directors and managers to ensure organisational developments and activities are communicated to stakeholders, media and the public 
· Providing strong and professional communications advice to senior managers and the Board, including being the communications lead on business plan projects
· Manage our approach to customer feedback on communications, including organising usability testing and feedback surveys to measure and improve effectiveness of communications
· Ensuring corporate communications meet our objectives and quality standards 
· Manage our digital communication channels, engaging with specific sectors and developing and implementing communications activity with key audiences, in line with our corporate objectives 
· Advising and delivering appropriate communications for our direct legal services (Client Legal Services)
· Developing and maintaining good relationships with key justice sector partners, such as the Scottish Government, Scottish Prison Service, Scottish Courts and The Crown Office and Procurator Fiscal Service (COPFS), coordinating communication objectives and plans for justice-wide issues. 
3. Services and budgets
Source, contract, manage contractor relationships and manage the services under the Communications budget to allow the delivery of our communications functions, including:
· website hosting 
· website service level agreement
· accessibility software
· email distribution software
· media cuttings and licensing service
· video distribution
· translations
· printing.
Person specification
You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
Essential criteria
· Senior press and media experience
· Excellent oral and written communications skills, including the ability to understand complex information and present it in an easy to understand, succinct and engaging way to a range of interested parties, often under pressure
· Experience of relationship building and working in partnership with colleagues and external partner bodies at senior levels
· Ability to deal with a wide range of issues arising daily from across the justice sector 
· Ability to work with and influence senior managers 
· Excellent interpersonal and communication skills combined with first rate influencing, negotiation and persuasion skills
· Ability to introduce change effectively
· Extensive experience in project management, ensuring work completed on time and within budget
· Extensive experience of managing effective communications planning, delivery and evaluation
· Extensive experience of managing the full range of communications activity, including web content management and social media 
· Excellent working knowledge of content management systems, HTML, Microsoft (Word, Excel, Access), Photoshop, video editing software and graphic design software
· Excellent personal organisation and an ability to get things done
· Flexibility to manage and handle changing workloads and ability to use initiative to tackle and resolve problems
· Adaptability to rapidly changing requirements and the ability to meet tight deadlines while maintaining attention to detail
· Ability to always maintain confidentiality.
Desirable criteria
· Knowledge of the Scottish legal or advice sector and legal language 
· Knowledge of public sector and Scottish political environment. 
Criminal record check
For this post we require a Level 1 Disclosure Scotland check. For more information about types of criminal record checks in Scotland, visit Types of disclosure - MyGov.Scot.
Qualifications
Educated to degree level or equivalent, preferably in a marketing/PR/journalism subject, or equivalent professional qualification. Other educational qualifications comparable to these may also be acceptable. Equivalent relevant work experience may also be acceptable.
Please note: If you fail to demonstrate how you meet the minimum qualifications as stated above, your application will be automatically sifted out.
Competencies required
In addition to the essential and desirable criteria above, the following competencies are also required for the role.
People management    
· Prioritises and agrees objectives aligned with Operational Plans to engage staff
· Responds to change and builds capacity to deliver 
· Credible with staff, creating conditions to build confident effective teams that empower, value and motivate people, managing workload and equalities 
· Raises performance issues using constructive challenge, feedback and coaching skills, seeking support and advice from HR professionals when needed
· Self-aware, recognises impact on others and creates a positive environment for innovation, learning, personal resilience, health and wellbeing.
Leading others     
· Communicates a clear vision which supports actions and engages others
· Takes responsibility to deliver consistent services, managing risk and resources to support continuous improvement
· Promotes collaborative working and can respond creatively to tough challenges
· Actively manages authorising environment, making connections across boundaries to build strong networks and partnerships.
Communications and engagement 
· Contributes to and develops clear, creative and detailed policy communication strategies to achieve outcomes
· Manages internal and external relationships, creating positive networks and maintaining trust and credibility
· Communicates complex information clearly, presenting strategic ideas in a clear and positive way. 
Improving performance  
· Uses relevant tools, techniques and skills development to facilitate continuous improvement
· Adapts quickly to fit skills and resources to changing circumstances and expectations.
Analysis and use of evidence 
· Uses relevant evidence, recognising validity and limitations, in evaluations and assessment of risks against desired outcomes, engaging analytical specialists appropriately
· Captures and securely organises knowledge and information for wider use across the organisation
· Shares knowledge and information across the wider system, to obtain best value across the wider public service.
Financial Management 
· Delivers objectives within budget, applying procurement policies and procedures, and knows when to seek advice from audit, risk, procurement and finance specialists
Starting salary
This job is Grade 7 within SLAB, which currently has a starting salary of £61,820. The current maximum of the Grade 7 scale is £71,640, payable after five years, assuming standard progression through the grade. Progression is subject to satisfactory performance. 
These figures are based on SLAB’s current pay position which covers a two year pay period from 1 April 2025. Any future salary increases after 31 March 2027, either because of pay progression within Grade 7 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s pay policy.
Working pattern
The standard working week is 35 hours, totalling seven hours each day. Flexible work may be available but should be discussed.
If you are applying for a full time position on a part time basis (less than 35 hours per week), please give details of the number of hours and pattern of part time work you would be interested in. 
Other information
Your permanent place of work is located at: 
Thistle House, 91 Haymarket Terrace, Edinburgh EH12 5HE.
At SLAB, we have adopted a hybrid working approach that gives employees flexibility. Where there is a business need, this post holder will work from the office however, we recognise the importance of supporting a healthy work–life balance and offer flexible working arrangements to help employees achieve this.
If you wish to learn more about us and our direct services, please visit our website.
Please note that this information is provided for guidance only and does not form part of the conditions of employment.
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