
[image: image1.jpg]IV 0 R Institute for
Voluntary Action Research




Candidate Information Pack

Head of Communications 
Please find enclosed:
· Background Briefing 

· Job Description and Person Specification

· Application Form

· The Recruitment Process 
· Equal Opportunities Monitoring Form

For background information on IVAR please go to www.ivar.org.uk
Background Briefing

Mission
IVAR’s charitable objects are to ‘support the development and sustainability of charities and other voluntary, community and not-for-profit organisations through research, education and training’. In practice that means we are committed to strengthening organisations so that they can better fulfil their missions; and supporting organisations to take control of their own future. We are interested, motivated and inspired by the work of VCSE (voluntary, community and social enterprise) sector organisations working directly with people affected by poverty, inequality and injustice across the four countries of the UK. 
People

Our research approach is made possible by our flexible team of just six core staff, seven trustees and a network of 15 associates and advisers, all of whom have worked in and around the VCSE as volunteers, paid staff, leaders, trustees, teachers and researchers. Our team understands and cares about the distinctiveness and independence of VCSE sector organisations. 

History

The Institute for Voluntary Action Research (IVAR) was established as an independent charitable research institute in July 2006, and is affiliated to Birkbeck College, University of London. IVAR started as the Aston Centre for Voluntary Action Research, set up as a self-funding research unit in 2000 within Aston Business School, Aston University. Following a successful incubation period at Aston, the decision was taken that our mission would be best served in the future by new and different organisational arrangements, specifically an independent charitable entity with its own governance, rather than being part of, and dependent on, a larger institution with its own priorities and decision-making structures.

Core offer
Since 2000, we have carried out almost 200 research, evaluation and advisory projects, ranging from large-scale national programmes to work with individual, grassroots organisations. We operate at a national, regional and local level across the UK. In addition, through our partnership with the Center for Evaluation Innovation (CEI) in Washington DC
, we have access to leading edge international developments in foundation strategy, practice and evaluation. 
The aims of our work are to:

· Strengthen the ability of smaller VCSE organisations to adapt and change while staying independent and true to their missions

· Facilitate a shift to more productive and collaborative relationships between funders, public bodies and VCSE organisations

· Support learning about and within trusts and foundations and public agencies.

Throughout our work – literature reviews, interviews, benchmarking, surveys, focus groups, workshops, training, publications – three things never change about our approach:

1. Our work begins with a problem or opportunity to which earlier work – our own and others’ – can provide solutions and options. 

2. We act as a critical friend, providing space for reflection and debate to help people find their own responses to the challenges they face. 

3. We draw on evidence from our work to change practice, inform policy, develop theory and promote understanding of the importance and value of the VCSE sector.
Track record

Over the last 14 years, IVAR has built a significant body of work and a network of local, national and international contacts that enables us to operate at the interface between VCSE organisations and their stakeholders. As an independent agency knowledgeable about VCSE organisations, charitable funders and public agencies, we are able to work across boundaries with all parties to identify problems, analyse them and reach conclusions to achieve change on all sides. 

Just as important is our approach: a focus on being responsive and reflective, on learning and knowledge exchange, on being open and generous with IVAR’s resources, and on achieving change through supporting the development and improvement of strategy and practice across sectors.  
The impact of our work has been to build knowledge and understanding, as well as shift policy and practice, in a number of key areas, for example:

· Voluntary sector mergers – through the publication of Thinking about merger, as well as the delivery of information and learning workshops to hundreds of VCSE sector practitioners.

· Cross-sector partnership working in health and social care – through the adoption and implementation of new systems for the design, commissioning and delivery of front line services across more than 30 local authorities in England.

· ‘Funding plus’ practices – through the publication of Beyond money, the delivery of workshops to grants staff and the widespread adoption of key findings by UK trusts and foundations.

· The design and utilisation of evaluation and learning – establishing a UK Evaluation Roundtable and the development of new and different approaches to evaluation practice across trusts and foundations.

The Head of Communications 
The appointment of IVAR’s first Head of Communications needs to be understood within the wider context of the organisation’s commitment to achieving a real step change in how it reaches and serves its core constituency – smaller, local social welfare VCSE organisations. We see this as working both directly with these organisations and, through our ongoing work with foundations and our developing work with public agencies, those who fund VCSEs. To make that change happen, we have identified three priorities:

First, a shift in our mindset. It is not our style to pronounce about the sector. And that is not going to change. But we have been active in this area for 14 years now. We have accumulated a lot of evidence and are listened to. So we want to have the courage of our convictions and feel confident to move from observer to commentator, speaking with authority and passion about things that we care about and know about. A more visible and influential IVAR would contribute to shaping a better operating environment for smaller VCSEs. 

Second, we need to make our research and our ideas useful and usable for smaller VCSEs. Up to now, our dissemination has been largely confined to producing research reports, summaries and occasional ‘key messages’. When we have strayed from that model – the ‘Thinking about…’ guides; the workshops for core funders’ grantees – the results have been really positive: our approach to ‘education’ has been participative and practical and people have appreciated that. But without anyone to lead this work, it has been patchy and incoherent. Looking ahead, there is a huge appetite within the organisation to change the way in which we communicate, and to move from looking like a university (long reports, impenetrable website, bland presentations) to something more modern, dynamic and relevant. 

Finally, we need to resource that shift through three key changes. First, we need to present knowledge and insights in formats that our key constituency can use and respond to. Second, there must be a premium on interacting with organisations face-to-face because that’s where the real learning can happen. Third, we need a dedicated resource within the team to give staff and associates the confidence and the tools to communicate meaningfully, usefully and in the spirit of IVAR’s core values. The planned post of Head of Communications would be responsible for inspiring, systematising and embedding this more dynamic approach to communications and learning.

JOB DESCRIPTION 
Head of Communications

Responsible to: 

Ben Cairns (Director)

Works closely with: 

Leila Baker (Head of Research)

Location:


Exon Street, London SE1 (Waterloo)

Salary:



Up to £50,000 (pro rata) 
Hours:



Up to 0.8 fte

Leave:
30 days (pro rata)
Pension:            
10% employer’s contribution to a scheme operated by the Pensions Trust (upon successful completion of the six month probationary period)

Communications
IVAR’s Head of Communications will inspire, systematise and embed a new and dynamic approach to communications and learning across the organisation.

Specific responsibilities will include:

1.
To work in collaboration with IVAR’s staff and associates to identify, develop and present messages and insights in order to share research findings in an accessible way with relevant audiences.
2.
To identify needs and opportunities for IVAR to facilitate learning among smaller social welfare VCSE organisations and both independent and public funders. 
3.
To extend and develop the range of opportunities and methods that we use currently to distribute and communicate our findings; digital methods will be a priority as this is under-developed currently. 
4.
To support IVAR staff and associates to develop their skills and confidence in writing and 
designing presentations, briefings, messages for dissemination, media releases, statements and other external facing information (In some situations the Head of Communications will also be responsible for writing original material).
5.
To oversee the production and development of communications materials – including reports, presentations, the website and other visual materials – ensuring that they are attractive and dynamic.

6.
To develop our house style and branding of all communications materials, acting as the guardian of that style and ensuring there is a clear process for editorial style and sign off.
Relationship Building 

1.
To develop constructive and collaborative working relationships with IVAR’s staff and associates, trustees, funders, partners and other interested parties.

2.
To work closely with the Director and Head of Research to help maximise the potential and effectiveness of IVAR’s communications.

3.
To support and encourage the work of associates and partners in order to enable them to contribute actively and meaningfully to IVAR’s communications activities.

Other

1.
To be administratively self-servicing.

2.
To undertake any other duties in support of IVAR’s work as may reasonably be required.

PERSON SPECIFICATION 
Head of Communications

	Knowledge, skills and experience


	Essential

	Experience of working creatively with a team to build and integrate a communications and learning component to the work of the group.
	√

	First class communications skills; able to write, edit and present information clearly and engagingly.
	√

	Experience in using digital media alongside traditional media in a communications strategy.
	√

	Experience of maximising the presentation of reports and publications, including knowledge of using networks and social media to share information as widely as possible.
	√


	Personal qualities


	Essential

	Facilitative and collaborative, able to work creatively and closely with people in a wide range of settings.
	√

	Ability to think conceptually and creatively about the translation of research into useful and usable materials.
	√

	Understanding of, and empathy for, IVAR’s mission and approach.
	√

	Ability to balance leading and inspiring colleagues with working collaboratively and as part of a team.
	√

	Confident and articulate, but able to really listen and take on board opposing points of view, with excellent interpersonal and diplomatic skills.
	√
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The Recruitment Process

Timetable

	Deadline for applications
	5 May 2015 at 10am

	Screening Interviews
	8, 11 and 12 May

	Panel interviews
	20 May

	Final Interview
	22 May

	Decision made & successful candidate notified
	26 May


To Apply

If you would like to apply for this role, please:

· complete the Application Form and Equal Opportunities Monitoring Form 
· attach a CV outlining your career to date, plus any academic and professional
qualifications
· attach your letter telling us why you are applying and what you would bring to this role. 
Please save the EO Form as a separate file.

Please send your application, by 10am, 5 May 2015, to 

IVAR@allysondavies-consultant.com
Information

If you require any further information or you would like to discuss anything in more detail, please contact Allyson at the above contact details, or call 020 7828 3855 or 0796 855 6164.

Application Form

HEAD OF COMMUNICATIONS 

Please complete this Application Form and Equal Opportunities Monitoring Form (delete the preceding pages of this document), and attach a CV outlining your career to date, plus any academic and professional qualifications. 

Please send your application, by 10am, on 5th May 2015, to

ivar@allysondavies-consultant.com
Full Name:

Address:
Mobile Phone:

Home Phone:

Email: 
How did you hear of this post?
Are you eligible to work in the UK? 

References

Please give details of two professional referees: your current or most recent, and a previous employer:

1.
Name and professional relationship to you: 

Tel: 


Email: 


OK to approach Yes/No
2.
Name and professional relationship to you: 

Tel: 


Email: 


OK to approach Yes/No

Please give details of your current income and benefits details:

Basic Annual Salary: 




Annual Leave:

Pension: Employer contribution: 


Employee contribution:

Any other benefits: 

Notice required:
    

On no more than two pages, please state:

1) 
Why you would like to be the Head of Communications at IVAR.
2) 
What three key areas of your experience and skills you can bring to this role.
Please draw upon the Background Information and the Person Specification to inform your answer.

DECLARATION

I declare that the information that I have provided on this form is true and accurate, and in particular that I have not omitted any fact which may have a bearing on my application. I understand that any subsequent contract of employment with IVAR will be made on the basis of the information I have provided. I understand that a false declaration, which results in my appointment to IVAR, will render me liable to dismissal without notice. I also understand that submitting this form electronically is equivalent to a signed declaration. 

Signature ____________________________

Date _______________________________

Equal Opportunities Monitoring Form

Strictly confidential

In order to help us ensure that our equal opportunities policy is being carried out we would be grateful if you could complete all parts of this form. The information given will be kept strictly confidential and used only for monitoring purposes.  
It will not be used as part of the selection process.

Job applied for:










Where did you see it advertised? 







1.  Gender:   







2.  Disability:
Do you consider you have any disability as defined under the Disability Discrimination Act 1995? A disabled person under the Act is anyone with “a physical or mental impairment which has a substantial and long term effect upon his/her ability to carry out normal day to day activities”.

  Yes
(



   No
(
      If you answered ‘Yes’ please describe the nature of your disability: 

If you are registered as disabled, please give your RD number below:
______________________________________

3.   Age: (please tick the appropriate box)

(
Under 25

(
25 – 34

(
35 – 44

(
45 – 54

(
Over 54

4.
Ethnic group:
Please choose ONE section from A to E and then tick the appropriate box to indicate your cultural background [categories taken from 2001 census].

A
Asian or Asian British
·  Indian

·  Pakistani 

· Bangladeshi 

· Any other Asian background, please write in:

B
Black or Black British
(
 Caribbean

· African

· Any other Black background, please write in:

C
Chinese or other ethnic group
· Chinese

· Any other, please write in:

D
Mixed
· White and Black Caribbean

· White and Black African

· White and Asian 

· Any other Mixed background, please write in:

E
White
· British

· Irish

· Any other White background, please write in:

Thank you for completing this form.
� IVAR’s Director, Ben Cairns, is Strategic Adviser to CEI, and the Evaluation Roundtable is now a joint initiative between IVAR and CEI.
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