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	Job Title:
	IPCC Working Group III Communications Manager



	Department/Division/Faculty:

	IPCC WGIII Technical Support Unit, Centre for Environmental Policy/ Faculty of Natural Sciences


	Campus location:
	South Kensington Campus

	Job Family/Level:                           

	Professional Services, Level 3b

	Salary range:
	£36,926 - £45,547 per annum

	Responsible to:             


	Prof Jim Skea, IPCC Working Group III Co-Chair


	Key Working Relationships (internal):
	Professor Jim Skea, IPCC Technical Support Unit members including the Head of TSU (Operations) and Head of TSU (Science), and Centre for Environmental Policy staff


	Key Working Relationships (external):
	IPCC Working Group III and Bureau members, IPCC Secretariat including IPCC Head of Communications, IPCC Authors and other stakeholders


	Contract type: 
	Fixed term, Full-time (Not normally less than 35 hours per week)

	Length of Appointment:
	Until March 2020 with the possibility of extension subject to funding


	Purpose of the Post

The Centre for Environmental Policy wishes to appoint a Communications Manager for the Technical Support Unit (TSU) of Working Group III of the Intergovernmental Panel on Climate Change (IPCC). This Working Group deals with climate mitigation, i.e. means of reducing greenhouse gas emissions. The postholder will have overall responsibility for developing and delivering communications, dissemination, research uptake and stakeholder engagement activities in relation to the WG III contribution to the IPCC Sixth Assessment cycle. The postholder will work closely with the TSU Science Team and will report to the WG III Co-chair. 


	Key Responsibilities

1. Strategy and management 
a. Lead WG III TSU communications activities and support the IPCC WG III Co-Chairs and authors in delivering the WG III contribution to the IPCC Sixth Assessment Report and other IPCC products 
b. Manage and implement the WG III TSU Communications Strategy, in alignment with the IPCC Communications Strategy and Communications Implementation plan, and in liaison with the IPCC Secretariat and the TSUs of other Working Groups
c. Report on progress against the TSU Communications Strategy to WG III TSU funders
d. Specify, along with the Head of TSU (Operations), the scope and content of TSU communications sub-contracts 
e. Assume day-to-day responsibility for liaison with communications sub-contractors, including specific contracts held and managed by the IPCC Secretariat as well as TSU initiatives 
2. Development and communication of IPCC products
a. Advise and support IPCC authors on the delivery of clear written communication and messaging in line with IPCC principles, notably the need to be policy relevant without being policy prescriptive

b. Advise and support IPCC authors on the delivery of clear, understandable graphic material, drawing upon support from subcontractors as necessary

c. Support the preparation of chapters and executive summaries for final publication working with the Head of TSU (Science) and sub-contracted graphic designers as necessary
d. Participate in and support the writing teams for key IPCC products such as the Summary for Policymakers 

e. Ensure author and TSU adherence to IPCC visual identity branding guidelines 

f. Proactively seek opportunities to improve communications methods and processes to increase impact and ensure timely, high quality and scientifically accurate communications are delivered by the TSU
3. Outreach and stakeholder engagement

a. Lead the planning of outreach and stakeholder engagement with policy-makers, civil society organisations and business, as well as with scientific audiences. 
b. Participate in high-level outreach events such as meetings, workshops, lectures and conferences
c. Develop presentation material for outreach events
d. Represent the Co-Chairs of WG III at IPCC meetings as required 

e. Support the Head of TSU (Operations) in planning and delivering IPCC Lead Author Meetings and expert meetings

f. Keep records of all outreach and engagement activities conducted by the postholder, TSU and WG III Bureau members

4. Collaboration with IPCC Secretariat and other TSUs
a. Contribute to the development and implementation of the IPCC Communications Strategy and Communications Implementation plan, in liaison with the IPCC Secretariat and the TSUs of other Working Groups
b. Work within the framework of any agreements, memoranda etc. established between the WG III TSU, other TSUs and the IPCC Secretariat 

c. Participate in IPCC Communications Action Team and other ad-hoc meetings of the IPCC communications team
d. Support the IPCC Secretariat in media engagement linked to publication of IPCC reports, including the joint development of key messaging for media releases 
5.   Other responsibilities
a. Maintain the content of the WG III section of the IPCC website, working with the IT/Web Manager and administrative staff 
b. Commission and/or draft short articles, blog posts and other appropriate content for the website 

c. Prepare and disseminate an occasional newsletter for IPCC WG III stakeholders 

d. Keep abreast of key developments and best practices in scientific communications

e. Undertake appropriate administration tasks

f. Attend relevant meetings

g. Be responsible for ensuring that data is accurate, up-to-date and complete

h. Observe and comply with all College policies and regulations, including the key policies and procedures on Confidentiality, Conflict of Interest, Data Protection, Equal Opportunities, Ethics related, External Interests, Financial Regulations, Health and Safety, Imperial Expectations (for new leaders, managers and supervisors), Information Technology, and Smoking.

i. To undertake specific safety responsibilities relevant to individual roles, as set out on the College Health and Safety Structure and Responsibilities web page:  http://www3.imperial.ac.uk/safety/policies/organisationandarrangements.

j. To undertake Business Continuity responsibilities relevant to individual roles





	Person Specification


	Requirements
Candidates/post holders will be expected to demonstrate the following:
	Essential (E)/

Desirable (D)

	
	

	· Education
	

	A relevant academic or equivalent vocational qualification and significant experience of working in research communications
	E

	A post graduate degree in a discipline relevant to climate change mitigation, and/or a communications qualification, or equivalent professional experience   
	D

	Experience
	

	Experience of developing and implementing communication strategies;
	E

	Experience of planning, leading and managing communications activities 
	E

	Experience of communicating research to policy and other specialist audiences
	E

	Experience of producing targeted communication materials for a wide range of specialist and non-specialist audiences, including academics, policy makers and media
	E

	Experience of influencing others to communicate effectively
	E

	Experience of working in an international environment
	E

	Experience writing for various formats such as press releases, websites, blogs, briefing papers and reports.
	E

	Experience within higher education or working with academics to deliver communications outputs
	D

	Experience of developing communications guidance and/or training for academic audiences 
	D

	Experience of developing and producing scientific visuals including graphics, infographics
	D

	Knowledge
	

	A high degree of scientific literacy
	E

	In-depth working knowledge of the methods, systems and procedures associated with the delivery of a wide range of communications projects, including publications and events
	E

	A strong command of grammar and the English language
	E

	Computer literacy and the ability to use relevant software including standard Microsoft Office packages as well as relevant communications software/tools.

	E

	Skills & Abilities
	

	Excellent writing and editing skills

	E

	Excellent interpersonal skills, a high level of professionalism and a proactive approach to work 
	E

	The ability to work sensitively and diplomatically with those from different cultures and backgrounds
	E

	Proven ability to work independently and as part of a team.
	E

	Ability to organise and manage competing priorities in a complex environment,
	E

	Strong problem solving skills
	E

	Demonstrated ability to produce high quality work to tight deadlines
	E

	The ability to persuade others of the importance of clear, effective communications
	E

	Excellent written and verbal communications skills
	E

	Personal Attributes


	

	Interest in climate change and the environment
	E

	A positive attitude to work
	E

	Willingness to travel occasionally, usually overseas, for periods of up to seven days as a member of the TSU team


	E

	Willingness to work flexibly, assist colleagues and adapt to new ways of working and changing priorities
	E


	Please note that job descriptions cannot be exhaustive and the post-holder may be required to undertake other duties, which are broadly in line with the above key responsibilities.

Imperial College is committed to equality of opportunity and to eliminating discrimination.  All employees are expected to follow the 7 Imperial Expectations detailed below: 

1)            Champion a positive approach to change and opportunity 

2)            Communicate regularly and effectively within and across teams 

3)            Consider the thoughts and expectations of others 

4)            Deliver positive outcomes

5)            Encourage inclusive participation and eliminate discrimination 

6)            Support and develop staff to optimise talent 

7)            Work in a planned and managed way

Employees are also required to comply with all College policies and regulations paying special attention to:

· Confidentiality 

· Conflict of Interest 

· Data Protection

· Equal Opportunities

· Financial Regulations 

· Health and Safety

· Information Technology

· Smoking
· Private Engagements and Register of Interests

They must also undertake specific training and assume responsibility for safety relevant to specific roles, as set out on the College Website Health and Safety Structure and Responsibilities page.


The College is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
The College believes that the use of animals in research is vital to improve human and animal health and welfare. Animals may only be used in research programmes where their use is shown to be necessary for developing new treatments and making medical advances. Imperial is committed to ensuring that, in cases where this research is deemed essential, all animals in the College’s care are treated with full respect, and that all staff involved with this work show due consideration at every level. 
http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research/ 
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