
Communications Manager
JOB DESCRIPTION

Employed by: Welsh Centre for International Affairs (Hub Cymru Africa’s lead partner)

Responsible to: Head of Partnership

Salary: WCIA Band D £29,856 - £37,376 (applicants normally start on the first
point in the band)

Employment terms: 12 month fixed term contract from start of employment

Base: Homeworking, hybrid or office-based arrangements available at the
Welsh Centre for International Affairs, Temple of Peace, Cathays Park,
Cardiff

Hours: Full time (37 hours per week)

Annual leave: 28 days plus public holidays

Travel: This role will require occasional travel throughout Wales and the UK,
including overnight stays

Pension: The post-holder will be auto-enrolled into the WCIA’s pension scheme.
The WCIA will match pensions contributions up to 5% of gross salary into
the scheme each month

Hub Cymru Africa
We are a small team based in Wales, that supports the International Development and Global
Solidarity sector. We were established in 2015 as a collaboration between civil society partners; since
then we have continued to grow our work and respond to the needs of organisations in Wales and
Africa. We hold events, deliver training, run a mentoring programme, build support for international
solidarity and support small organisations across Wales to achieve great things. We’re an agile team
with colleagues based in north, west and south Wales, but despite the distance we work closely.

Currently, we receive funding from the Welsh Government, the Foreign, Commonwealth and
Development Office  and The Waterloo Foundation.  The partnership includes the Welsh Centre for
International Affairs (lead partner), Fair Trade Wales, Sub Sahara Advisory Panel and the Wales and
Africa Health Links Network. All partner members are legal entities in their own right.

https://hubcymruafrica.wales


Welsh Centre for International Affairs (WCIA)
The WCIA is a charity, and our lead partner. It was established in 1973 to inspire people across Wales
to learn about and act on global issues. Our vision is for everyone in Wales to contribute to creating a
fairer and more peaceful world. We do this through delivering global learning that prepares Wales for
our shared future, inspiring global action in communities and organisations across Wales and building
global partnerships that connect Wales and the world.

Summary of role
We are looking for a creative self-starter who is enthused by working with a wide range of people,
and finding new ways of engaging them. They will be fluent in Welsh and be equally comfortable
using their skills to write press statements and policy papers, deliver training sessions to small
charities or adapting to new social media platforms. As with most communications roles, the working
day will be busy and you will be juggling competing priorities.  That isn’t code for working lots of
overtime; we care about work life balance. As we launch our new strategy, our new Communications
Manager will help us to craft communications that ensure we are reaching the people we need to.
They will be audience and data driven, ensuring we reach our full potential and are focussed in what
we do.

They will lead and deliver fully bilingual communications for Hub Cymru Africa, engaging effectively
with the public, the media and in policy matters, adapting communications to the different sectors
and audiences. They will maximise broadcast and social media presence, represent the partnership to
the media and at events as required, and play a key role in promoting Wales’ role in international
development and global solidarity. They will also be responsible for delivering the day-to-day
communications including social media, web editing, case studies and reports, working with
volunteers as appropriate.

The Communications Manager will provide strategic coordination of many events organised by the
Partnership, ensuring that they provide good cross-sector networking opportunities as well as
realising their public profile potential. They will also provide advice and guidance to organisations
working within the sector on improving their communications skills within a broader set of
development support activities offered by the Partnership.

This vacancy has arisen due to a secondment.

Specific responsibilities for this role will include
1. Strategic Overview of Communications

a) Developing and leading a cross-programme bi-lingual Communications Strategy, with
partners agreeing common aims and practices for branding, media, website, social media,
publications and events

b) Supporting the staff team to deliver the strategy, and providing communications training to
team members where required

c) Significantly contribute to the strategic goal of leading a third sector policy voice in Wales and
the UK on international development issues.
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2. Media and External Communications

a) Maximising the print and broadcast media presence for all HCA activities

b) Identifying ‘good news’ stories from across the sector and increasing publicity for individuals
and groups engaged in Africa projects (not limited to those funded by Welsh Government)

c) Providing media advice and development support to organisations within the sector

d) Representing Hub Cymru Africa in the media when required, including on Welsh language
radio and television.

3. Sector Coordination on Communications

a) Playing an active role to support sector wide communication coordination, including ensuring
the Wales and Africa sector is connected to regional and UK wide networks

b) Supporting communications for informal sector wide networks in Wales.

4. Internal Communications

a) Managing the communications infrastructure across the HCA partnership: ensuring
consistent branding and messaging on key international development themes, in-line with
the overall partnership strategy

b) Developing key messages and talking points on relevant policy issues together with the Head
of Partnership

c) Maximising links between different partners’ e-news, social media and other communications,
while ensuring appropriate segmentation of audiences and clarity of message.

5. Events Communications

a) Leading communications during major events, including the Wales Global Solidarity Summit,
Wales and Africa Health conference, other themed conferences, dialogue days and other
events organised by HCA

b) Maximising the opportunities for cross-sector networking between the programme partners,

c) Leading on marketing for high-profile events such as the Summit

d) Maximising the use of volunteers where possible to deliver on aspects of event
communications plans.

6. Website Strategy and Social Media

a) Leading and developing the HCA website, writing and inputting up-to-date information
including links to partner organisations’ websites

b) Commissioning key website features and content, and coordinating the Partnership’s blog

c) Expanding the active HCA social media presence, ensuring regular posts, with particular
emphasis on Facebook and Twitter

d) Creating high quality and attractive case studies, reports and infographics
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e) Maximising the role of volunteers to contribute to website content development and social
media, including updating information as appropriate.

7. Cross-Cutting Responsibilities (shared with all Partnership staff)

a) Ensuring that all work is planned and delivered as part of the overarching HCA Partnership
Strategy

b) Contributing in a fair and proportional way to shared Partnership activities, including major
events, communications and outreach work

c) Ensuring a good level of linkage with the work of the other partners: Fair Trade Wales, Wales
and Africa Health Links Network, Sub Sahara Advisory Panel

d) Working with the Diaspora and Inclusion Officer to ensure that marginalised groups can
access support, training and grants

e) Reporting on progress to your line manager and, where requested by the manager, directly to
the Partnership Board or Welsh Government

f) Recruiting, managing and/or supporting volunteers as required to deliver your work

g) Ensuring that the programme is delivered bilingually and actively increases the involvement
of Welsh speakers

h) Contributing all relevant Monitoring, Evaluation and Learning data required within the project

i) Ensuring that funds are spent for the programme’s approved purposes and that all
transactions are supported with financial paperwork

j) Undertaking occasional other duties where delegated by the Head of Partnership.

Person specification

Essential

● Commitment to the values and goals of Hub Cymru Africa

● Previous experience of leading, managing, and delivering a full range of communications
activities

● Ability to use media and communications skills to contribute significantly to strategic goals
identified by the Partnership

● Excellent written and spoken communication skills in both Welsh and English, including the
ability to work successfully with the Welsh language media. Meticulous attention to detail in
both languages is expected.

● Experience of developing and implementing communication strategies within a broader
strategic framework

● Experience of developing and delivering stakeholder engagement strategies
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● Experience of developing a variety of communication products, for example impact case
studies

● Exposure to global solidarity and  international development ideas and themes, with
particular reference to Africa

● Ability to develop and adapt messaging on global solidarity and  international development
themes to public audiences and non-specialists

● Ability to plan work activities, reviewing and prioritising as necessary, to achieve high
standards and meet deadlines

● Ability to provide effective and useful leadership, advice and guidance to others on their
communications work

● Ability to work effectively as part of a team to promote and deliver successful events.

Desirable

● Experience of working with third sector organisations

● Experience coordinating or working with volunteers

● Understanding of the international development sector and context in Wales

● Understanding of current thinking in development and global solidarity on ethical storytelling
and related issues.

Application process
● All applicants must complete the application form and the equal opportunities monitoring

form available at hubcymruafrica.wales/get-involved/vacancies

● You are welcome to submit a CV/covering letter if you wish, but no application will be
accepted without a complete form.

● Please submit your application by e-mail to enquiries@hubcymruafrica.org.uk

● When applying for the role please indicate in the covering email whether you would rather
have an interview in person or online. We can’t guarantee to meet all requirements, but
where possible we will

● The deadline for receipt of applications is the 26th May 2022. Initial interviews will take place
on the 9th June 2022. Please note that the panel may wish to arrange a second round of
interviews with selected candidates before making their final decision

● We will send an email acknowledgement to all applicants. If you do not receive an
acknowledgement before 17.00 on the 27th May 2022, please contact us. We cannot be
held responsible for applications that do not reach us or that arrive after the deadline
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● If we wish to invite you for an interview, we will contact you directly. No references will be
taken up until a provisional offer of employment has been made.
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