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External Affairs Manager






For further information please contact:

Emily Roberts						Felicity Lowes
T. 020 7340 6481					T. 020 7340 6492
M. 07776 85869						M. 07834 902562
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Ellwood Atfield Ltd, 34 Smith Square, Westminster, London SW1P 3HL / T: +44 (0)20 7340 6480 / F: +44 (0)20 7222 8918
E: hello@ellwoodatfield.com / W: ellwoodatfield.com /     @ellwoodatfield /     ellwoodatfield

Registered Address: Kemp House, 152-160 City Road, London EC1V 2DW / Reg No. 4384921 / VAT No. 795 9950 46

Job Title: 			External Affairs Manager

Reporting to:		Chief Executive  

Salary:			£40,000 - £45,000 (depending on experience)

Location:  		London

Website:			www.bivda.org.uk

Letter from the Chief Executive 

Dear Candidate,
We have a really exciting opportunity available! We are looking for a new External Affairs Manager who will work closely with me and be supported by an enthusiastic assistant. BIVDA is the association representing the In Vitro Diagnostics industry with a group of about 130 companies at the cutting edge of technology. Our industry sector provides the information to diagnose, treat, monitor and manage disease and infection. We are part of the life sciences industry so also work with other sectors such as pharma and biotech.
The role comes at the challenging time with Brexit and regulatory challenges ahead but also fantastic initiatives such as the Accelerated Access of drugs, diagnostics, devices and digital. There is never a dull moment!
You will need to be someone who likes being part of a small team as well as working independently and across government affairs, policy, communications and social media.  Changing healthcare for the better is our focus and this means better for the NHS as well as for patients and their families so an interest in health is essential.
We are based in bright offices on Oxford Street with meeting rooms open to our member companies to use – so there is plenty of interaction.
I really look forward to meeting you.
[image: ]
Doris-Ann Williams MBE, Chief Executive


Purpose of Job:
This is an exciting opportunity to join a small team who work to represent the BIVDA member companies in the in vitro diagnostics industry.  The ideal candidate will be comfortable working both independently and as an integral part of the team, including supervising an External Affairs Assistant. 
The role offers the unique opportunity to work across public affairs, policy, and wider external communications. It would suit a confident individual who is perhaps moving into a managerial position and is passionate about improving the wider healthcare experience across the UK. As such, an interest in healthcare policy would be highly beneficial. 
The role of BIVDA as an industry association is to support the commercial activities of its member companies and to campaign for a wider understanding of the value of diagnostic testing in healthcare. The office works routinely with the NHS, Government, politicians, NGOs and the media as part of its external activity. 
The role is office based although occasional travel may be required outside of London.
We are looking for a skilled and motivated individual to join us as External Affairs Manager. You will work closely with the Chief Executive to support the goals of BIVDA. 
Key Responsibilities: 
· Support the Chief Executive on matters of public affairs, policy and communications
· Organise significant stakeholder activity, including meetings, workshops, forums and written submissions, taking responsibility for their success
· Work closely with the Chief Executive in developing and implementing the BIVDA strategy for engaging with external stakeholders
· Building effective working relationships with BIVDA’s partner organisations and stakeholders
· Deputise for the Chief Executive at relevant meetings and conferences
· Act as BIVDA’s representative at party conferences, to MPs and APPGs
· Manage BIVDA’s social media activity
· Write articles for BIVDA publications, and external magazines
· Develop BIVDA policy positions
· Communicate policy developments to the membership
· Ensure relevant content is displayed on the website
· Main point of contact for public affairs enquiries 
· Assist with communications with trade press and media as required 
· Manage the External Affairs Assistant 
Knowledge and skills:
· Excellent written and verbal skills - particularly the ability to disseminate highly technical information to a wide range of audiences
· Excellent communications skills, including the ability to actively engage individuals at all levels in both political and industry positions
· An understanding of the NHS, healthcare policy, and the challenges facing the industry would be highly beneficial
· A strong understanding of UK parliamentary procedure and policy formation
· A great sense of camaraderie and dedication to a wider team
· The ability to pitch-in and work across the organisation as needed
· Prior experience with membership management would also be an advantage

For more information or to apply, please send your CV to Emily Roberts at emily@ellwoodatfield.com quoting job reference number ER-1908-6826.

Closing Date 5th September 2019 (unless a suitable applicant is appointed earlier).
Interviews to be held week commencing 9th September. 
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