
 

 
  
 

Job profile 

Job title Interim Director of Communications 
Contract 12-months Full-Time 
Salary £55,000 
Location Virtual office/home based 
Responsible to CEO 
Direct reports Two  
Date May 2021 

 

Creative & Cultural Skills 

Creative & Cultural Skills works to create fair and inclusive opportunities for young people 
within the creative and cultural sectors by raising awareness and shaping skills, education 
and employment best practice.  

We provoke action and enable learning opportunities that drive change and help to build an 
inclusive skilled sector by improving understanding and awareness of the career options 
across the cultural sector; working to remove barriers to entry and progression for young 
people from underrepresented groups and disadvantaged communities; informing and 
helping the sector respond to changes in the technical education system; helping 
employers see the benefits of an inclusive workforce, in turn feeding new talent into the 
workforce and supporting the sector to continue on a course of economic growth and meet 
diversity ambitions; and advocating and campaigning for systemic and policy changes that 
will improve the opportunities for young people within the sector.   

For further information, please visit www.ccskills.org.uk  

Role Overview 

An exciting opportunity to lead the development of our communications and advocacy 
function, supporting the CEO to define the appropriate structure and responsibilities of the 
communications team. 

You will be a key member of our leadership team, supporting the CEO, our Board and your 
colleagues in building a culture that is collaborative, inclusive, impactful and intelligence led. 

You will raise our profile with key audiences and stakeholders, ensuring that we are able to 
influence at the highest levels on behalf of our beneficiaries. 

You will make sure we articulate clearly, consistently and effectively our role, our purpose, 
our priorities and our impact. 

You will provide professional guidance and leadership to a small communications team and 
across the whole organisation. 
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Key Responsibilities 

 Review and redefine the structure of CCSkills’ communications function 

 Develop and implement our communications strategy 

 Build the brand and profile of Creative & Cultural Skills  

 Manage all communications activities in support of our key priorities, the delivery of 
our work programmes, fundraising activities and external profile 

 Manage our formal internal communications processes in support of a collaborative, 
‘one team’, inclusive culture 

 Alongside Senior Leadership Team colleagues, support the CEO and Board in the 
development of our organisational strategies, business plans and operational plans 

 Alongside Senior Leadership Team colleagues, demonstrate effective leadership 
behaviours in driving an organisational culture that is collaborative, intelligence-led, 
inclusive and impactful  

Review and redefine the structure of CCSkills’ communications function 

 Review the structure of the communications function and make recommendations 
to the CEO in order to best support CCSkills’ strategic objectives 

 Define role profiles, resource levels and external support required 

 Propose appropriate budgetary spend 

 Demonstrate professional leadership for the staff within the communications 
function and support their professional development 

Develop and implement our communications strategy 

 Develop our current communications strategy in line with Creative & Cultural Skills’ 
overall strategic direction of travel and set operational plans for delivery 

 Agree measures of success with the CEO and ensure that appropriate mechanisms 
are in place to deliver, record and report them 

 Deploy appropriate resources to ensure the success and sustainability of the 
communications strategy 

 With the CEO and Finance Director develop the annual communications budget and 
take responsibility for maintaining appropriate financial controls and systems 

 Support the CEO, senior leadership team colleagues, Heads of Partnerships (Wales, 
Scotland and N Ireland) and Partnership Managers (England) to maintain vibrant, 
meaningful and effective relationships with key stakeholders, including employers, 
educators, policy makers and influencers within our sector  
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Build the brand and profile of Creative & Cultural Skills  

 Hold responsibility for Creative & Cultural Skills’ brand purpose and positioning, 
guidelines and guardianship 

 Review and develop our website and social media footprints in line with Creative & 
Cultural Skills’ ambitions and strategic direction of travel 

 Create and maintain effective strategic communications and media partnerships 
that develop our influence and profile with key audiences 

 In collaboration with the CEO and senior leadership team colleagues, articulate 
clearly our key policy ‘asks’ and ensure they are heard in the appropriate places 

 Develop the positioning of Creative & Cultural Skills as a thought leader, convenor 
and source of expertise and intelligence in all four Nations of the UK 

 Manage Creative & Cultural Skills’ reputation, ensuring that the brand is represented 
professionally and consistently 

Manage our formal internal communications processes in support of a 
collaborative, ‘one team’, inclusive culture 

 Develop and hold responsibility for formal internal communications channels  

 Support colleagues across the organisation to share knowledge, intelligence and 
experience to support our strategic goals 

 Embed Creative & Cultural Skills’ brand values into our operations and ways of 
working 

Manage all communications activities that support our key priorities, the 
delivery of our work programmes, fundraising activities and external profile 

 Oversee the development and management of our programme of podcasts and 
other relevant communications channels 

 Oversee the development of marketing and communications campaigns and 
collateral in support of specific programmes 

 Oversee our proactive communication through the media, speaking events and 
conferences to build the profile of Creative & Cultural Skills  

 Develop a holistic and ambitious approach to PR and media management 

 Oversee the design and publication of external reports, including an annual Impact 
Report, research products and other policy and communications products 

 Oversee event management support and marketing 
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Alongside Senior Leadership Team colleagues, support the CEO and Board in the 
development of our organisational strategies, business plans and operational 
plans 

 Contribute directly and collaboratively with SLT colleagues to the development and 
articulation of our organisational strategies 

 As part of the SLT, continuously review and develop activities to align with the 
organisational strategies and our external environment in an agile, responsive and 
impactful way 

 Contribute directly and collaboratively with SLT colleagues to the development of 
our business plans, operational plans and annual budgets 

Alongside Senior Leadership Team colleagues, demonstrate effective leadership 
behaviours in driving an organisational culture that is collaborative, intelligence-
led, inclusive and impactful  

 Model excellent leadership behaviours with colleagues throughout the organisation, 
focusing on building collaboration and a ‘one team’ culture 

 Collaboratively support the gathering, interpretation and use of intelligence in 
multiple forms to inform our work 

 Proactively work with the CEO and SLT to ensure that we are truly inclusive in our 
policies, practices and culture 

 Collaboratively ensure that we effectively evaluate, report and articulate our impact  

 Collaboratively support the development of a digitally enabled virtual working 
culture  

Other requirements 

 Able to travel within the UK  

 Work occasional unsocial hours 

 Demonstrate excellent line management and leadership behaviours 

 Demonstrate a commitment to your own and others’ professional development 

 Confident in adapting to new ways of working, particularly in a digitally enabled 
virtual working environment 

 

This job profile provides a general description and is not intended to be comprehensive  

It may be altered from time to time as required for business reasons, to meet the changing 
needs of Creative & Cultural Skills.   
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Person Profile: Interim Director of Communications 

 Essential Desirable 
Experience 
 

A track record of communications management 
and leadership working at a senior level  
Experience of developing communications 
strategies, operational plans and evaluation 
frameworks  
Experience of communicating at Ministerial and 
senior government level in at least one of the four 
nations of the UK 

Experience of leading and developing high 
performing teams  

Experience of project management 
 

Experience of working with 
the post-16 education 
system and/or cultural 
sector; AND/OR 
Strong networks in the 
cultural and/or commercial 
creative industries sectors; 
AND/OR 
Experience of working in the 
charity or social enterprise 
sectors 

Experience of project 
management 
Experience of virtual 
working and managing 
people in a virtual working 
environment 

Attainments 
 
 

Significant proven experience in communications 
working directly to CEO/Board level 

 

Demonstrable impact in 
influencing policy at 
national level 

Special 
Aptitudes 
 
 

Experienced and adept at working collaboratively 
inside and outside the organisation 
Leadership skills and enthusiasm to instil the  
Charity’s vision and mission among internal and 
external stakeholders  
Strategic skills and ability to set long term goals  
Ability to present in public settings  
Excellent communication skills 
Demonstrable commitment to diversity, inclusion 
and equality 

Change management 
experience 
 

Disposition 
 
 

Ability to manage complex relationships 
Influencing Skills 
Self-starter 
Calm under pressure  
Multi-tasker 

 

Thinking Style 
 
 

Strategic thinker 
Ability to initiate new projects and ways of doing 
things 
Ability to cope with ambiguity 
Goal and output orientated  
Problem solver  

 

Circumstances 
 
 

Willingness to travel and work unsocial hours 
Able to work effectively in a virtual office 
environment (with support if needed) 
Willingness to undertake a DBS check 

Driver with clean driving 
licence 

 


