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 JOB DESCRIPTION  APPENDIX C 

 

Before completing this form, please read the BTP µ*XLGH�WR�ZULWLQJ�MRE�GHVFULSWLRQV�IRU�3ROLFH�6WDII�UROHV¶ Appendix B to the SOP.  

A. POST DETAILS: 

 Job Title: Campaigns Manager Current Grade:  B002  

 Department: Corporate Communications Area: FHQ  

 Reports To: Head of Campaigns & Marketing No of Posts: 2  

 

Level of 
vetting: BV Post Number: TBC 

 

      

 

B. PURPOSE OF THE POST: Why the post exists and what it has to achieve  

 

To support British Transport Police in achieving its strategic objectives by leading, directing and coordinating the 
delivery of integrated forcewide communications campaigns and activity. 

Provide expert advice to BTP on the management of high profile forcewide communications to support the force 
in achieving its strategic objectives and to raise its profile and enhance and protect its reputation. 

,QIOXHQFH�SXEOLF�EHKDYLRXU�DQG�EXLOG�%73¶V�UHSXWDWLRQ�WKURXJK�QDWLRQDO�FDPSDLJQ�DFWLYLW\� 

Provide expert, advice on communication handling during major incidents and crises and on reputational 
matters. 

  
   

 

C. DIMENSIONS OF THE POST The key statistics associated with the post  

 Financial ± Direct or Non-Direct  

 

Non-direct, however: 

x Familiarity with budgets and expenditure will be required as the Campaigns Manager is responsible for 
managing and negotiating each projects external production costs, consistently ensuring the most cost 
effective solution. 

x Responsible for negotiating external advertising, digital, print and production costs. 

x Identify opportunities for savings and efficiencies 
 

 

 Staff Responsibilities ± Direct or Non-Direct  

 
No direct reports 

 
 

 Any Other Statistical Data  
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D. PRINCIPAL ACCOUNTABILITIES: What the job is accountable for and required to deliver  

 

 

x Plan, coordinate and maintain professional oversight of the implementation of multi-channel, integrated 
forcewide communications campaigns and activity aimed at changing behaviour and perceptions; 
evaluate effectiveness, ensuring lessons learned are shared with colleagues and taken into 
consideration in future communications campaigns activity. 

x Deliver integrated forcewide communications campaigns and activity on time and budget, and provide 
support for forcewide events, including awards ceremonies and exhibitions. 

x Responsible for the overall delivery of a number of public facing corporate publications annually, 
including but not limited to the annual report, policing plans, public consultation and rail staff survey. 

x Build and maintain positive working relationships with counterparts at key partner, stakeholder and 
campaign partner organisations, representing BTP and influencing decision-making at a senior level. 

x Represent BTP, influencing and playing an active role, in various rail and policing industry 
communications forums, as required. 

x Represent the department, influencing and playing an active role, at internal boards and meetings, as 
required. 

x Maintain expert knowledge of legislative issues relating to aspects of media law and web-based 
technologies and ensure legal and quality procedures are followed. 

x Maintain accurate records of work and recommendations in accordance with BTP policy. 

x 3URPRWH�DQG�FRPSO\�ZLWK�%73¶V�SROLFLHV�RQ�'LYHUVLW\�DQG�+HDOWK�DQG�6DIHW\�LQ�WKH�GHOLYHU\�RI�VHUYLFH�
and treatment of others. 

 

   

 

E. DECISION MAKING:  

 Make decisions  

 

On behalf of the Force must be able to make sound decisions on own initiative and take responsibility for those 
decisions. The post holder will be able to recommend strategic and operational decisions and be responsible for 
briefing, advising and managing reputational risk and crisis communications where applicable. 

Must be confident to make decisions on behalf of the Head of Campaigns & Marketing in their absence. 

 

 Significant say in decisions  

 The post holder will have significant say in decisions on behalf of the department and the Force.  
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F. CONTACT WITH OTHERS: The frequent contacts the post holder has with others and for what purpose  

 Internal  

 

 

x Continuous contact and interaction with fellow members of Corporate Communications 

x Frequent contact and liaison with BTP officers and support staff at all levels, including direct contact in 
an advisory capacity with Chief Officers and senior police staff 

x Frequent contact and liaison with key internal stakeholders, in addition to First Contact Centre and Force 
Control Room, Finance, Procurement, ICT and Human Resources 

 

 

 External  

 

x Frequent contact and liaison with key external stakeholders, including but not limited to, British 
Transport Police Authority (BTPA), Department for Transport (DfT), Rail Delivery Group (RDG), Network 
Rail and train operating companies, National Counter Terrorism Policing (NCTPHQ), National Police 
&KLHIV¶�&RXQFLO��13&&���RWKHU�SROLFH�IRUFHV�DQG�WUDQVSRUW�DXWKRULWLHV��UHJLRQDO�PD\RUV¶�RIILFHV��charities 
and partner organisations 

x Daily contact with external service providers, including communications and design agencies, print 
suppliers, photographers and translators 
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G. REQUIREMENTS: The skills, knowledge, experience, qualifications and training required to perform the job.  

 Essential Criteria  

 Qualifications and Training  

 
Educated to degree level in Media, Marketing, Communications, Journalism or similar professional qualification. 
Relevant equivalent experience will also be considered in lieu of this.. 

 

 
 

Experience 
 

 

x Proven experience of planning, delivering and evaluating integrated communications strategies for a large 
and complex organisation on time and on budget ± in house or in agency 

x Providing strategic communications advice at a senior level  

x Building and maintaining excellent working relationships with multiple partners and stakeholders and acting 
as a representative at a senior level 

x Proven experience of commissioning and managing external design and communications agencies 

x Demonstrable ability to exercise sound editorial judgement and brand guardianship 

x Proven experience of crisis communications management  and managing reputational issues  

x Ability to chair meetings and delegate actions 

 

 

 Skills  

 

x Ability to influence, persuade and negotiate, demonstrating gravitas and establishing credibility when giving 
advice and guidance at all levels of the organisation 

x Ability to build positive working relationships internally and externally at all levels 

x Ability to work as part of a team and under own initiative 

x Excellent organisational, planning, project management and time management skills, with the ability to work 
on several projects at once, often to conflicting deadlines 

x Ability to remain calm and composed, and provide sound advice, in challenging situations 

x Flexible and dynamic approach to working in a high pressure environment to challenging deadlines 

x High degree of social media and web literacy ± professional use of digital and social media channels  

x Excellent writing, editing and proofreading skills, with a high degree of accuracy and attention to detail, with 
the ability to present complex information in concise and plain English 

x A creative and strategic thinker 

x Politically astute 

x Willing to work outside of normal office hours and travel throughout the country in the event of a major 
incident, or in support of senior officers as and when required 

 

 
 

Knowledge 
 

 

x Good knowledge of Microsoft Office including Word, Excel, PowerPoint and Outlook 

x Good understanding of current developments in branding, design, marketing, social and digital media 

x Good understanding of how to write for different audiences  

x Good knowledge and understanding of evaluation techniques and how to measure effectiveness 

x Exceptional news judgement and understanding of what makes a good story 

x Sound knowledge of legislation which impacts upon media coverage, criminal justice procedures and web-
based communications 

x Understanding of Data Protection and Freedom of Information constraints 

 

 



NOT PROTECTIVELY MARKED 
   

 
 
 
 

REWARD 
 

Police Staff Job Evaluation and Grading SOP 
HR8:1  Version 1.0 

Page 5 of 6 Job Description 
Form HR8.1.3  Version 1.2 

 NOT PROTECTIVELY MARKED  

 

HR8:1.3 
Version 1.2 

 Desired Criteria  

 Qualifications and Training  

 N/A  

 Experience  

 

x Experience of working with local, regional and national media 

x Experience of being on call for a large and complex organisation 

x Experience of using Adobe Creative Suite to produce digital content 

x Experience of working on bilingual campaigns (Welsh language) 

 

 

 Skills  

 

x Ability to use online content management systems 
x Spokesperson briefing 
x Managing working groups 

 

 

 Knowledge  

 

x Extensive knowledge and experience of a wide range of traditional and social and digital media 
platforms, including the production of video. 

x Knowledge of or an interest in the policing or railway sectors 

 

 

 
 

H. ANY ADDITIONAL INFORMATION: Information relevant to the role, including any particularly challenging/ difficult aspects of the 

job. If competencies have been developed for this post, these can be listed here. 
 

 

BTP is an emergency service, operating 24 hours a day 365 days a year, therefore applicants should be 
prepared to be flexible in their approach to working hours. This post holder would be expected to participate in 
WKH�GHSDUWPHQW¶V�RQ-call rota. 

 

At all times the post holder is expected to display BTP's behaviours as set out below: 

x We keep people safe; putting victims, witnesses and the vulnerable first 

x We focus on quality and trust our people to do the right thing, first time 

x :H¶UH�SURXG�WR�EH�VSHFLDOLVWV�SURYLGLQJ�OHDGHUVKLS�LQ�GLIILFXOW�VLWXDWLRQV 

x We find a way to make a difference every day 

x We act with honesty, integrity and embrace the code of ethics in all we do 
 
At all times the post holder is expected to abide by the Code of Ethics  
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I. AUTHORISATION DETAILS  

 Prepared By: Allison Potter-Drake Date: 8 Nov 2018  

 
Area Commander /FHQ 
HoD: 

Allison Potter-Drake 
Date: 8 Nov 2018  

 Evaluation: Pauline Okirie Date: 11 Jan 2019  
   

 


