
senior 
 

Job description 
 
Job title:   Public Affairs Manager  
 
Directorate:  Communications, Policy and Research 
 
Responsible to: Head of External Communications 
 
Responsible for: Line management of team members  
 

 
 

Overall purpose of the post 
 

To ensure the delivery of specific communication projects and functions and to 
represent the Commission’s public affairs activities internally and externally. 
  

Main responsibilities 
 

• To work with the Head of External Communications to develop and manage 
the Commission’s strategy and projects in public affairs. 

 

• Oversee the delivery of specific public affairs functions, such as co-ordination 
of stakeholder enquiries and correspondence, stakeholder engagement plans, 
the parliamentary monitoring agencies, briefings, and preparation for Select 
Committee hearings. 

 

• Oversee and ensure the delivery of specific communication projects, 
ensuring: 

o Development and application of a strategic and pro-active approach to 
public affairs and stakeholder engagement 

o Proper planning and project set-up, including a realistic, fully-costed 
budget that demonstrably delivers value for money 

o Effective management of any external contractors 
o Full evaluation of the success of campaigns 

 

• Build relationships and maintain an understanding of a wide range of external 
stakeholders, including Parliamentarians and their staff, the statutory 
Parliamentary Parties Panel, the Commission’s Parliamentary Advisory Group 
and senior staff in wider partner organisations across the UK. 

 

• Manage and lead direct reports to encourage employee contribution including 
goal setting, providing feedback, performance management and development 
planning 
 

• Deputise for the Head of External Communications and cover for the Media 
Relations Manager as required. 



 

• Contribute to the overall management of the directorate as part of the 
management team, including resource planning and the effective allocation of 
work and responsibilities through matrix management. 

 

• Lead initiatives to support the development and overall improvement in the 
functioning of the department and organisation. 

 

Additional details 

The post-holder is expected to operate with considerable autonomy within the scope 
of the role as described above.    
 
The role involves working closely with colleagues right across the Commission. The 
post holder will present, advise and recommend best practice communications 
solutions regarding messaging, crisis management, stakeholders engagement, and 
upholding the Commission’s reputation.   

The post holder is expected to keep the Head (and where relevant, the Director) 
updated on progress against the overall communications strategy and associated 
project and programme plans. 

 

Key Working Relationships 

The post holder is expected to effectively work with and line manage members of the 
Public Affairs team, including providing advice, guidance and support as required.  
They will also manage and support the performance and development of individuals 
to expected standards for the effective delivery of work required of the team in order 
to meet the directorate and strategic goals and plans.  
 
The post holder would also engage with: 

• The Chief Executive, Directors and other senior staff at the Commission 

• Peers, MPs and other Parliamentarians 

• Senior civil and other public servants 

 

 
 
Person specification 
 

Category Requirement 
 

Essential or 
desirable 

Education & 
qualifications 

Good first degree or equivalent experience. 
 

Desirable 

Experience Substantial experience of managing complex 
communication projects 
 
Substantial experience of dealing with senior external 
stakeholders, including MPs and senior civil servants 
 

Essential 
 
 
Essential 
 
 



Experience of building productive relationships with 
stakeholders at the highest level 
 
Experience of developing and delivering 
communication strategies that make an impact at a 
national level 
 
Experience of people management  
 
Experience of briefing board members and senior staff 
on complex communication issues and providing clear 
advice 
 
Experience of planning and monitoring budgets 
 

Essential 
 
 
Desirable 
 
 
Essential 
 
Essential 
 
 
 
Desirable 

Knowledge & 
skills 

Specific specialist knowledge is required in 
Parliamentary processes and senior stakeholder 
management. 
 
Strong communication skills evidenced by dealing with 
complex issues 
 
Strong project management skills 
 
Strong drafting skills 
 

Essential 
 
 
 
Essential 
 
 
Desirable 
 
Essential 

Personal 
qualities 

Excellent political judgement and awareness 
 
Able to inspire confidence from senior managers and 
the wider team when dealing with issues 
 

Essential 
 
Essential 
 
 

 
 


