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	Description and Person Specification
Academic/Professional Services Staff


	Job title:  Internal Communications Officer 	

Department: Communications and Content 

Pay Grade:  4

Line manager:  Senior Internal Communications Manager


	Role purpose: 

The Internal Communications Officer provides internal communications support to the university, ensuring high quality engagements with our staff and students.

The role is responsible for creating high-quality internal communications content and for the management of our internal communications channels including email communications newsletters, intranet and display screens.


	Duties and responsibilities:

· Email communications - Work closely with our CRM and Academic Operations team to deliver our enrolment, returner and welcome CRM email journeys to new and current students. 
· Content creation - Develop engaging and informative content for internal communication channels, including newsletters, emails, intranet and university publications. 
· Execute internal communications strategy - Execute internal communication strategies that support institutional objectives, academic initiatives, and campus events. 
· Staff engagement - Implement initiatives to enhance staff engagement, such as recognition programs, professional development opportunities, and internal events. 
· Student engagement - Develop strategies to effectively communicate with students, including disseminating important information, promoting campus activities, and fostering a sense of belonging within the university community. 
· Change management communications - Support communication efforts related to institutional changes, including policy updates, administrative transitions, and campus renovations. 
· Channel management - Manage internal communication channels effectively, ensuring content is relevant, timely, and accessible to all members of the university community. 
· Brand alignment - Ensure all internal communications reflect the university's brand identity, values, and commitment to academic excellence and diversity. 
· Events - Support with the management of university led events where required.
· Act as an ambassador during Open Days and other key student recruitment events on behalf of the University, both within the UK and overseas when required.

Other

· Demonstrate understanding of Ravensbourne’s values, culture and educational ethos and promote these through everyday practice in the role.
· Work within Ravensbourne’s Code of Conduct and other rules.
· Comply with all legislative, regulatory and policy requirements (e.g. Finance, People & Culture) as appropriate.
· Carry out the policies, procedures, and practices of Health & Safety in all aspects of the role.
· Demonstrate the value and importance of equality and diversity in every aspect of Ravensbourne’s work and show commitment through everyday practice in the role.
· Work in accordance with and promote Ravensbourne’s environmental sustainability policy and practices.
· Work continuously to improve individual knowledge, skills, and behaviours for the current role and for the longer term, gaining appropriate professional qualifications/ accreditation and maintaining membership of appropriate professional bodies as appropriate.
· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness.
· Perform other such duties consistent with the role as may from time to time be assigned, collaborating fully with others to get the work done and Ravensbourne’s objectives achieved.


	Key working relationships (i.e. titles of roles, both internally and externally, with which this role holder interacts on a regular basis):

· Senior Internal Communications Manager.
· IT Operations team.
· Wider Communications team.
· People and Culture team.
· Student Services Department.
· Academic Operations team.
· Students’ Union.


	Resources managed 
Budgets: N/a.
Staff: N/a.
Other: (e.g. equipment; space) – will manage the internal newsletter, intranet and internal events.



	Knowledge and experience

	Essential
	Desirable

	Education
· Relevant degree or professional qualification (i.e., English, Corporate Communications, PR). Or equivalent experience. 
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Professional qualifications/experience
· Must have previous experience in an internal communications role.
· Experience using an email CRM system. Experience using Dynamics 365 would be desirable but not essential.
· Internal communications / communications qualification (desirable but not essential).
· Proven experience in delivering internal communications – particularly newsletter production, intranet and working with people and culture teams.
· Excellent written and verbal communications skills, with the ability to tailor messages to diverse audiences.
· Ability to manage multiple projects simultaneously, prioritise tasks and meet deadlines in a fast-paced environment. 
· Proficiency in utilising various communications tools and platforms, including content management systems and internal social media platforms (i.e., MS Teams / Slack).
· Experience of collaborating with leaders and staff (and beneficial if had experience of working with students / young people).
· Knowledge of best practice in employee and student engagement, change management communications and crisis communications.
· Understanding the metrics and analytics to measure the effectiveness of internal communications activity.
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Stakeholder management 

Project management

Higher Education knowledge
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	Core personal skills abilities and behaviours
	Essential
	Desirable

	Equality, diversity & inclusion 
· Has a commitment to ensuring EDI is reflected in all external communications activity.
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	Communication  
· Communicates clearly both orally and in writing (including formal and informal written documents). 

· Builds and maintains effective relationships openly and honestly, using every medium appropriately and with consideration for the audience, so that the messages (both ways) are understood and able to be acted upon.
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	Organisational values

· Connection - Responsible for increasing meaningful connection between the university and its external audiences.
· Dynamism – Effectively manages conflicting demands.

	   

X


X
	



This Job Description may be reviewed, and duties amended aligned with Ravensbourne’s requirements, any changes will be made in collaboration with the postholder.
Our values
Connection: We value what happens together and we collaborate to achieve our collective goals.
Dynamism: We embrace every opportunity to adapt and optimise.
Inclusion: We celebrate our diversity, and we embrace difference as a source of strength. 
Professionalism: We aim for quality in everything we do and take pride in our work.


[image: ]             [image: ]

Final: 08.04.2025	2	ECC HERA Role Number: 000081

image1.jpeg
Ravensbourne
University London





image2.jpeg




image3.jpeg
32 disability
B confident

—— EMPLOYER =—!





