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	Role Profile




	Job Title
	Marketing & Communications Manager

	Directorate or Region
	MENA
	Department/
Country
	Lebanon

	Location of post
	Beirut
	Pay Band
	G

	Reports to
	Director of Programmes and Partnerships
	Duration of job
	Two years, renewable

	Purpose of job:   
To increase the impact of British Council’s work in Arts, English, Education and Society through effective market research and excellent external communications; to maximise reach through management of contacts and networks, creative PR - including developing partnerships with local media and delivering media campaigns to build the British Council brand and enhance its profile;  to lead and implement the national digital marketing and communications strategy, extending reach, engagement, impact and reputation of British Council in Lebanon;  to increase engagement and visibility within the British Council through quality internal communications.  To enhance positive perceptions of the British Council and the UK, and to contribute to building positive long-term relationships with target groups.

Context and Environment: 
The British Council creates international opportunities for the people of the UK and other countries and builds trust between them worldwide.  We aim to achieve this by positioning the UK as a trusted partner of choice for the Lebanese government and Lebanese society across a strategic business portfolio of partnership programmes in Arts, English, Education and Society.

The British Council has been in Lebanon since 1946.  It is a middle-size operation, currently employing 58 staff, including 16 teachers and five regional colleagues, and our portfolio spans our main sectors of Arts, English, Education and Society.  Our Teaching Centre Classes are mainly designed for adults, with summer school programmes for children as well as working in partnership with private schools to deliver English language teaching.   We also deliver off site courses and teacher training to public, private and NGO bodies.  The UK Qualifications Department/Exams Team offers a range of English language and professional UK qualifications.  
We are building on the British Council’s respected brand by responding to new opportunities from government, business, donors, NGOs, universities and individuals across all our sectors.  These include: providing high quality English language learning, teacher training and UK qualifications; engaging with new audiences through a world class arts programme focusing on capacity building and exchange; strengthening collaboration with UK in schools, higher education and skills development through policy dialogue, partnerships and capacity building; offering UK experience and expertise in education and social development to support Lebanon’s reform agenda.  

Accountabilities, responsibilities and main duties: 
1. Market analysis and research
· Manage research and analysis, including market trends, competitive environment, customer segmentation, customer needs to create insight for marketing strategy and planning across our programmes and services. 
2. External communications and media relations

· Develop, implement, monitor and evaluate communication and media plans including best communication channels to use for specific audiences.
· Ensure that external communication strategies and implementation plans are integrated in project delivery plans for all programmes and projects.
· Generate a supply of high quality stories and images which demonstrate the British Council’s impact and ensure they reach our target audiences through planned media campaigns.
· Develop and maintain a comprehensive network and database of media and VIP contacts, and ensure that they are kept well informed about our programmes. 
· Actively engage with key contacts and media through networking and face-to-face meetings.
· Track performance of marketing campaigns through measurement and analysis to understand effectiveness and ROI (Return on Investment).
· Develop or commission content, both written and audio-visual that is of high-quality, relevant and interesting to a variety of external and internal audiences.
· Oversee the production of external communication materials including Annual Country Review, e-Newsletters, etc., and lead in Arabic proofreading for all promotional and advertising materials in country.
· Management of offline communication channels including corporate publications and promotional materials.
· Brand management and role as design affiliate ensuring compliance across all print and non-print materials, physical presence in office and at event venues in line with corporate standards.
2. Digital communications

· Plan, develop, lead and implement an overarching digital communication plan in line with corporate objectives, brand values and business strategies and the team plan; includes development of suitable content and ensuring the website and all digital channels have relevant up-to-date content, consistent with the communications plan.
· Responsible for collaborating with all teams to enable unified branded messaging for engaging communications through corporate digital channels such as Twitter, Facebook, blog, the country website, etc…  
· Introduce content marketing in appropriate channels in the context of the current digital environment in order to position the corporate site as a destination for our potential customers and develop content with internal stakeholders.  .
3. Monitoring and evaluation
· Management of Scorecard processes and returns, ensuring all relevant staff are fully aware of the purpose and nature of the Performance Scorecard and are clear about their role and ownership of specific activities.
4. Financial and resource management
· Plan, monitor and reforecast marketing and communications budget and check expenditure against monthly financial reports.
5. Equality, Diversity and Inclusion

· Work effectively with diversity as an essential and integral part of daily work and consistently meet the British Council’s Equality, Diversity and Inclusion policy and standards in carrying out all internal and external duties.
6. Professional development
· Continually developing professional expertise to provide ongoing guidance and best practice on new technologies, developments and trends to support British Council digital presence.

Key relationships: 
Internal: 

· Lebanon: Country Director, Programmes Team, Teaching Centre and Exams Teams.
· MENA Region: Regional Leads and teams – Marketing, Digital, Evaluation and Scorecard
External
· Key journalists, media and press editors and contacts

· PR companies & design (including digital), media agencies
· Programme/project stakeholders
· British Embassy Communications Team
Other important features or requirements of the job 
This job will involve some international travel.  There will be times when the postholder is expected to work a significant number of additional hours, for example, prior to major events organised by the British Council.   This will be compensated at other times when there are fewer commitments.  The post holder will be expected to attend evening networking events, dinners and other work related activity outside normal working hours.

	Please specify any passport/visa and/or nationality requirement.
	Post holder must be eligible to work in Lebanon. When required, successful candidate needs to secure, at his/her own cost and liability, the appropriate work and residency permits and any other required document, as well as any renewals thereof, from the Lebanese competent authorities.

	Please indicate if any security or legal checks are required 
for this role.
	


Person specification 
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Shaping the future (more demanding)

Exploring ways in which we can add more value.

Making it happen (more demanding)

Challenging myself and others to deliver and measure better results.

Being accountable (Essential) Delivering my best work in order to meet my commitments
Working together (Essential) Establishing a genuinely common goal with others
Creating shared purpose (more demanding)

Creating energy and clarity so that people want to work purposefully together.

Connecting with others (Essential)
Making regular opportunities to understand others better 
	
	Interview
Required for the role but not assessed during the application stage 

	Skills and Knowledge
	· Knowledge of Lebanon media and marketing sector

· A well-developed network among local media agents and service providers.

· Good IT skills (MS Windows)
Core Skills

· Communicating and influencing (2) – Relates communications to circumstances.

· Planning and Organising (2) – Plans ahead.

· Analysing Data and Problems (2) – Uses data.

· Using Technology (4) – Manages programmes.

· Managing Accounts and Partnerships (2) – Works with stakeholders and partners

· Fluent English and Arabic in writing and speaking e.g. ability to write and communicate clearly and effectively 
	· Presentation skills; Designing and delivering presentations

· Maturity/judgement to apply standards and guidelines consistently and effectively
· Managing Projects (3) – Leads smaller projects.

· Managing Finance and Resources (3) – Supports budget management.

· Managing risk (2) – Supports a risk management culture

· Developing Business (2) – Analyses trends.
	Shortlisting 
and Interview
Shortlisting & Interview


	Experience
	· Minimum 3 years of professional experience in developing, implementing and evaluating communication strategies and plans with expertise in digital marketing and social media.

· Proven track record of managing media and public relations campaigns
	
	Shortlisting


	Qualifications
	· First degree, professional diploma  or commensurate in a related field

· IELTS 6.5 or Aptis (British Council’s test) overall level C
	
	Shortlisting 


	Submitted by
	Mirna Sabbagh
	Date
	2 April 2015
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