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Job Description – Community and Communications Manager
	Responsible to
	Community Directors

	Reporting to:


	Business Manager

	Responsible for:


	To manage the Community Enterprise at Wyvern College and ensure effective internal and external communications

	Liaising with:
	Business Manager, Community Enterprise staff, tutors, college staff, external agencies and community users. The post requires flexible working around the needs of the service. 


	Working time:


	37 hours per week 

	Salary/grade:


	Grade E. £33,178 -£ 36,369 

	Overview
	The aim of this role is to provide efficient and effective management of various aspects of Wyvern Community enterprise Ltd and be a key link with the Academy 

	Main Accountabilities:Community

Communications
	· Promote, manage and develop all aspects of Wyvern Community Enterprise Ltd

· Oversee and manage all items relating to the smooth running of community activities 

· Oversee and manage all aspects of Wyvern Community Enterprise general administration and report to the Business Manager and Directors when required

· Actively engage with funding opportunities and grant applications to secure appropriate funding streams for Wyvern Community Enterprise
· Oversee and manage all staffing relating to Community administration, sport and fitness suite, adult and family learning

· Develop an innovative vision to maximise effective utilisation of the College facilities and therefore increase income generation

· Develop and manage effective communications for the Community Enterprise in liaison with the College
· Raise the profile of the College and Community Enterprise through engaging with relevant stakeholders and innovative marketing methods including publicity, marketing, website content , newsletters etc


	General Management: 


	· Manage cash, invoicing and income in conjunction with the finance office

· To develop and implement the effective systems to support the compliance of all health and safety legislation and safeguarding relevant for Community Enterprise activities

· Actively support the recruitment and development of staff for the Community Enterprise
· Fulfil other such duties as maybe requested 
· To be aware of the college Child Protection and Data Protection procedures and ensure that staff within the Community and Sport and Fitness teams are aware of these.  


	Other Specific Duties:

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The College will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
Date: September 2025


Community and Communication Person Specification
	Area 
	Essential
	Desirable

	Qualifications
	· 5 GCSE’s, at grade C, including English and Maths or other equivalent qualifications

	· Further relevant qualifications related to the advertised post
· Relevant business or administrative qualification level 4 or above


	Professional 

Development
	· A willingness to take on further professional development 


	· Evidence of relevant professional development in previous roles

	Experience
	· Experience of managing a team


	· Understanding of stakeholder management and cross-functional working

· Relevant research and application for Grant funding

· Practical implementation of different marketing strategies

· Experience of working with a range of administrative and marketing software systems for eg for lettings, websites etc.

	Knowledge and Skills
	· Good communication skills including the ability to clarify and explain instructions clearly 

· Good literacy, numeracy and IT skills

· Ability to develop good working relationships with staff and students 


	· Safer recruitment for employing staff

· Safeguarding responsibilities tor school staff

	Personal Attributes 
	· Good team player 

· Commitment to all staff and students in the college 

· Good time management 

· Good sense of humour
· Ability to respect confidentiality on all issues. 

· Ability to stay calm under pressure.

· Awareness of safeguarding and data protection issues relevant to the post
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