
Communica�ons and 
Engagement Manager 

Job descrip�on 
 

Directorate Policy and Engagement Reports to Head of Communica�ons 
 

Salary £46,000 - £50,000 Contract Permanent  
 

Security level Counter Terrorism Check  IPSA reference CAEM23 
 
Purpose and context  

A key role suppor�ng the organisa�on in delivering IPSA’s strategic plan and improvement 
programme. By leading and coordina�ng a wide range of communica�ons ac�vity within, and 
outside, of IPSA, the postholder will ensure that IPSA’s role as an independent regulator is well 
understood by the media, the public and stakeholders. 

The postholder will develop and deliver the external and internal engagement for IPSA’s 
organisa�on-wide improvement programme and will ensure that all ac�vity supports the 
delivery of IPSA’s organisa�onal strategy. This will include delivery of communica�ons, events, 
materials, and engagement, both within and outside, of IPSA. 

This role is part of a small Communica�ons and Engagement team and will line manage one 
Communica�ons Officer. 

Key responsibilities 

• Developing and delivering a strategy for stakeholder communica�ons, including 
proac�ve public engagement ac�vity to explain IPSA’s role in suppor�ng democracy, and 
the value brought from its funding of MP offices. 

• Making innova�ve and impac�ul use of social media, and other tools, to engage with 
the public and other stakeholders about IPSA’s work, including promo�ng IPSA’s 
employer brand. 

• Explaining to the media and other interested par�es IPSA’s posi�on on strategic and 
policy issues, maters rela�ng to the publica�on of informa�on on MPs’ business costs, 
and queries about individual cases. 

• Suppor�ng the Head of Communica�ons in building a network of media stakeholders to 
enable IPSA’s role and opera�ons to be beter understood and valued. 

• Depu�sing for the Head of Communica�ons and ac�ng as an out-of-hours spokesperson. 
• Developing and managing a plan for inspiring internal communica�ons and staff 

engagement, focused on organisa�onal improvement, and driving the strategic narra�ve 
of IPSA’s work. 

• Ensuring the intranet is up-to-date and is increasingly the method by which we 
communicate internally, focusing on organisa�onal priori�es and aspira�onal content. 



• Undertake a range of communica�on and engagement and con�nuous improvement 
projects to help deliver IPSA’s communica�ons ambi�ons and the overall strategic 
objec�ves of the organisa�on. 

• Line management of the Communica�ons Officer. 
• Undertaking autonomous projects and other ad-hoc pieces of work as well as 

contribu�ng to wider IPSA projects, as required. 
• Reflec�ng IPSA’s values of staying connected, seeing the bigger picture, being open, 

doing the right thing and making a difference through all that you do.  

IPSA is a learning organisa�on. We constantly review our work against our customer’s need and 
assess the environment in which we operate so that we can con�nuously improve. Therefore, 
the list of key responsibili�es may adapt and change over �me within the spirit and nature of 
organisa�onal change and the development of the role. 

Person specification 

 Essential Desirable 
Experience and technical knowledge 
Understanding of the environment IPSA operates in, including the 
role and work of Parliament and MPs.  

  

Demonstrable experience of effec�ve communica�ons prac�ce, 
including innova�ve ways of engaging audiences, specifically wri�ng 
for the public and media (to Government Digital Services standards). 

  

Demonstrable experience, or able to evidence journalism courses, 
par�cularly subbing. 

  

Experience of developing ambi�ous and innovate communica�on 
strategies.  

  

Prac�cal experience in managing and/or contribu�ng to projects and 
working in a con�nuously evolving project-based environment. 

  

To demonstrate strong organisa�onal and planning skills, effec�vely 
managing, and organising a wide range of tasks, demands, 
documents and other materials and ensuring that they are available 
when required. 

  

Abilities 
To react swiftly and effectively to new and developing situations, 
identifying problems, gathering relevant information, and asking 
appropriate questions. 

          

To be a proac�ve and flexible self-starter, working independently and 
taking the ini�a�ve to respond to the needs and priori�es of others. 

  

To work flexibly to support ad hoc work within the team and across 
the organisa�on. 

          

Cri�cal thinker with the ability to act objec�vely, exercise judgement 
and operate with a high degree of autonomy and responsibility. 

  

Resilient and performs well under pressure, responding 
construc�vely to setbacks and change and focussed on con�nuous 
improvement.  

  

Skills 



Advanced skills using MS Office and SharePoint.   
Prac�cal skills to effec�vely u�lise Adobe Crea�ve Cloud (InDesign, 
Photoshop, Audi�on, Premiere Pro, Illustrator). 

  

Advanced skills necessary to u�lise CMS systems (preferably 
Conten�ul). 

  

Prac�cal skills using Mailchimp   
Familiarity with pla�orms for crea�ve problem-solving, such as 
Canva, Men�, Biteable, etc.  

  

Excellent writen communica�on, listening and observa�onal skills.    
Excellent interpersonal skills, dealing with individuals and cul�va�ng 
effec�ve and collabora�ve working rela�onships at all levels of 
seniority. 

  

Presenta�on skills which are adaptable for wide audiences at all 
levels.  

  

An understanding of content management systems and using 
technology to manage and store informa�on securely.  
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