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JOB DESCRIPTION 
 

Head of Strategic Communications 
Job Details 
 
Post Title:  
 

Head of Strategic 
Communications  

Job Ref:  ETF-CORE- 

Area: 
 

Communications 
Department 

Location: London 

Salary:     
 

£60, 000 p.a. Status: Full time, 35 hours 
per week 

Reports to:   
  

Director 
 

Role Purpose:    The Head of Strategic Communications will develop and deliver 
a communication strategy supporting the Foundation’s key 
priorities and strategic plan and the marketing, promotion and 
growth of our new membership service and other commercial 
services as they come on stream, including skills competitions.  
He or she will also contribute to the Foundation’s organisational 
strategic planning process, making reports to the Senior 
Management Team (SMT), and lead on delivery of at least one 
of the Foundation’s Critical Success Factors, namely how we are 
seen by employers, learners, teachers and other stakeholders to 
be delivering high quality outcomes and impact. 

The Head of Strategic Communications will be responsible for 
the ETF’s communications and stakeholder engagement, with 
line-management responsibility for a team of four 
Communications/Marketing Officers.  

 

Responsibilities 

1. In common with all Foundation staff: 

 

1.1 To support the aims of the Education and Training Foundation (ETF) to 

support colleges, providers and employers to: 

 

 Ensure the best possible learner experience and outcomes 

 Enhance the reputation of the sector 

 Share best practice in relation to workforce development 

 Make the further education and training sector an attractive place to 
work, so that it can recruit and train the best staff 

 Promote and champion equality and diversity across the sector. 
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1.2 To support collective leadership, knowledge sharing and relationship building 

across the organisation and the sector. 
 

1.3 To co-ordinate and motivate the relevant teams and manage the Foundation’s 

resources effectively and efficiently. 

 

1.4 To work creatively with a range of different stakeholders to promote and 

enhance the work of the Foundation. 

 

1.5 To support collective leadership, knowledge sharing and relationship building 

across the organisation and the sector. 

 

1.6 Comply with all financial and employment regulations and procedures. 

 

1.7 Actively work to ensure all activities incorporate a focus on promotion of 

equality and valuing diversity, including collection and analysis of appropriate 

monitoring data. 

 

1.8 To actively work to secure the longer term sustainability of the Foundation, by 

identifying, developing and implementing new income-generating 

opportunities within the context of the ETF’s commercial strategy. 

 
2. Particular to this post 

Communications Strategy  
 
 Deliver and develop the strategic communications plan to support the 

Foundation’s business objectives, extend awareness of its  work and increase its 
reach into key areas of the FE and training sector and other audience groups. 
 

 Deliver and develop the marketing/membership recruitment strategy to support 
the growth of the new membership service, the Society for Education and 
Training (SET), ensuring that the new service is properly integrated with existing 
ETF activity and is seen as an integral part of the Foundation’s work. 

 
 Devise communications plans to support the inclusion of Find a Future in the 

ETF portfolio and the delivery of Skills Competitions and the Skills Show. 
 
 Devise communications plans to support new commercial products and services 

developed by the ETF as required. 
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 In collaboration with the Head of New Business (Digital) devise a content 
strategy for the ETF website which differentiates the corporate site from other 
parts of the digital estate (membership services website, Excellence Gateway, 
etc.) 

 
 Work with the ETF management team and staff to identify potential internal and 

external communications opportunities and threats; proactively identify 
appropriate strategies to manage them. 

 
 Serve as a communications adviser to the ETF management team. 

 
Communications Operations 
 
 Oversee the prioritisation and delivery of all of ETF’s communications including 

Press and PR activity, all print communications, digital communications and 
activities relating to stakeholder relationship management. 
 

 Work with individual programme directors to agree communications 
frameworks for delivery partners working on tendered projects: establish areas 
of responsibility for communications on projects delivered by partners, agree 
reporting and evaluation measures, monitor activity. 

 

 Set up, if necessary, new call-off contracts and oversee the resulting activity.  
 

 Manage the ETF Communications budget. 
 
Management 
 
 Monitor staff performance and development, set objectives and conduct annual 

appraisals. 
 

 Support professional development and talent planning across the team. 
 

 Co-ordinate specific projects as defined by the Director. 
 

 Undertake all administrative tasks necessary to ensure the effective delivery of 
specified tasks to agreed deadlines. 

 

 Deputise for the Director as required. 
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 Keep up to date with relevant developments and potential sources of external 
funding, both inside and outside the sector. 

 

 Such other duties commensurate with the role which may be required from time 
to time, as determined by the line manager or above. 

 

 It should be noted that there may be a need to reshape or re-scope this role as 
operational requirements are clarified.  The post holder will have the opportunity 
to contribute to any changes that may be required. 
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PERSON SPECIFICATION 

Head of Strategic Communications 

1. Qualifications 

 Educated to degree level or equivalent (essential) 

 Hold a professional qualification in a related subject area, e.g. CIM, CIPR 

(desirable) 

2. Experience 

 

The ETF operates in a complex and highly political environment, with numerous 
stakeholders and an increasingly complex set of delivery partners.  The post-holder 
will need to demonstrate success in devising and delivering a successful 
communications strategy in a similar environment.  The role requires analytical and 
strategic thinking and skills combined with practical delivery expertise.  The post-
holder will need to be comfortable with both planning and delivery.   

In particular and essential the position calls for: 

 Sound political judgement  

 Excellent strategic and analytical skills 

 The ability to combine long-term planning and short-term reactive work, and 
excel in both  

 Strong oral, written and presentation communications skills 

 Attention to detail and editing skills to ensure that material published on behalf 
of the Foundation meets its exacting high standards 

 Previous experience of managing contracts with external suppliers and 
negotiating with partners 

 Staff management and development experience 

 The experience, resilience and self-confidence to earn the respect of the senior 
management team 

 Experience of establishing and maintaining networks across the whole sector. 
 

3. Skills, Knowledge & Expertise 

 
Familiarity with the education and training sector would be advantageous as would 
previous experience of working in a commissioning body and having familiarity with 
the requirements of working on projects delivered by third parties.  Previous 
experience of working in a membership organisation would also be advantageous but 
is not an essential requirement of this role. The following are essential: 
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 Demonstrable strong understanding of elements which contribute to 
excellent vocational education and training 

 Excellent leadership and project management skills 

 Excellent organisational skills and demonstrate an ability to prioritise 

workload to tight deadlines  

 Excellent interpersonal and communication skills  

 Good, independent judgment 

 Ability to think creatively.  

                  

4. Personal Qualities 

 Flexibility to work and travel off site / additional hours when required  

 Commitment to quality  and excellence through evidence of  continuing 

professional development  

 A respectful and inclusive attitude  

 Promotes and works in accordance with organisational values  

 Demonstrate a knowledge, understanding and personal commitment to 

Equality and Diversity across all areas of work.  
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The Education and Training Foundation - Background and Context  

 

The Education and Training Foundation (the Foundation) was established on 1 August 

2013 with an overarching remit to improve professionalism and standards in the 

Education and Training sector. The Foundation’s central responsibility is to ensure 

learners’ benefit from the development of a well-qualified, effective and up-to-date 

workforce supported by good leadership, management and governance.  

 

The Education and Training Foundation - Principles  

 

The work of the Foundation is sector led and informed by a set of principles to ensure 

it meets the needs and priorities of the workforce through its delivery model and 

operations: 

  

 Driven by the intended impact on the learner and learning outcomes. 

 Likely to enhance the reputation of the sector and contribute to making it a more 
attractive place to work. 

 Serves all parts of the sector and all types of provider. 

 Widely available across the country (England). 

 Retains and builds on existing good practice and resources. 

 Embodying equality and diversity considerations. 

 Secures best value for money. 

 Has evaluation and impact measures designed in from inception.  
 

The Education and Training Foundation - Values  

 

The Foundation is a positive and responsive force, shaping the future of the education 

and training sector: 

 

 We are professional, we value professionalism; we draw on the expertise of the 
professionals who work with us and for us.  

 We are transparent, we value transparency; we share expertise, evidence and insights, 
amongst ourselves and with the sector.  
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 We are confident, we value confidence; we are confident in our ability, and have 
confidence in the abilities of the workforce in the education and training sector.  

 We are connected, we value connectivity; we collaborate and communicate; we are at 
the heart of the education and training sector, using the most effective and innovative 
ways to deliver our services. 

 We are dynamic, we value dynamism; we make things happen; we commission 
programmes and research; we fund advice services; we promote expertise and effective 
practice; we celebrate success.  

 

Additional Information  

 

For a general overview of the work of the Foundation please visit our website at: 

www.etfoundation.co.uk  

 

The Education and Training Foundation values diversity and is committed to making 
appointments on merit by fair and open processes, in accordance with its equal 
opportunities policy. 

 

 

 

http://www.etfoundation.co.uk/

