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Head of Communications
Active Retirement Ireland’s Head of Communications coordinates the planning, management and implementation of the organisation’s communications activity in accordance with its new strategic plan. This is an important role within the ARI staff team as the Head of Communications is responsible for all Active Retirement Ireland (ARI) internal and external communications. 
[bookmark: _GoBack]This is a full-time role (35 Hours per week) reporting to the CEO of ARI. While the organisation is open to hybrid working arrangements, attendance in the National Office in Dublin 2 days per week on average would be expected. Frequent travel to our 9 regions around the country is also required with overnights stays required from time to time.
Key Responsibilities
Internal Communications
· Manage ARI internal communications with local Active Retirement Association (ARA) members and regional officers across all channels
· Issue regular ezines and other mailings to members
· Publish a member magazine three times per year
· Manage all other internal communications channels
· Provide communications support for ARI associations and ARI events
· Provide and coordinate Media Training for relevant members/volunteers 
· Prepare and publish Annual Reports and other ARI publications as required
External Communications
· Build profile of ARI in local, regional and national media with a particular focus on increasing membership and supporting advocacy priorities
· Provide communications support for fundraising and commercial activities and ARI’s corporate partners
· Train, support and co-ordinate the work of ARI’s nine regional volunteer Public Relations Officers
· Develop, manage and post content for ARI website and social media platforms
· Prepare and arrange production of promotional materials and oversee stock levels
· Prepare and issue press statements on behalf of the organisation
· Provide support to the National Board, regional committees, staff and local ARAs around media engagement 
· Manage the relationship with communications partners such as PR, graphic design and website development providers
· Monitor and report analytics for all external communications channels and activities
General
· Manage ARI’s communications plan and budget
· Provide communication support to the National Board, Management and staff of ARI 
· Build strong rapport and effective working arrangements with local ARAs, regional committees and members of the National Board 
· Support the implementation of ARI’s strategic plan
· Report regularly to the CEO on activities and progress on implementing agrees plans
Please note, as Active Retirement has a small executive team, the post holder is expected to be flexible in their approach to work and take on any other duties assigned to them by the CEO 
Person Specification
Essential
· Communications professional with at least five years' experience in a similar role
· Highly organised individual with ability to manage their own time, work on their own initiative
· [bookmark: _Hlk235021984]Comfortable working under pressure and meeting hard deadlines
· Third level qualification relevant to this role
· Excellent English writing skills with experience of content creation
· Experienced in using digital marketing tools including social media
· Experience of using WordPress, Canva and Mailchimp 
· Own car with full clean driving licence
· [bookmark: _Hlk235022092]Experience of non-profit organisations in either a voluntary or employment role
· Resident in Ireland with legal right to work in Ireland with no restrictions
Desirable
· Experience of working in, or with, a membership organisation 
· Knowledge of working with Salesforce or similar CRM programs

Apply with CV and cover letter outlining how you meet the requirements of this role to recruitment@activeirl.ie
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