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	Job description/person specification



	

	Job title
	Regional Marketing and Communications Director 
	Department/office
	Beijing or Shanghai

	Job holder
	
	Job code
	n/a

	Job type
	Full-time
	Pay band
	8 (locally appointed terms)

	Line manager
	Robin Rickard, Deputy Director Mainland China
	Post-related allowances
	N/A


Job description
	Job aim
	To develop a customer-focused marketing planning process and build a thorough understanding of CHINA target audiences which can be used in regional and local project planning.

To lead on the CHINA strategies and working processes for all Communications areas (PR and media, business relations, external communications, brand, e-communications, web development and CRM, internal communications and evaluation) and to support their implementation. 

	Number of staff managed
	12
	As line manager
	5
	As countersignatory
	7

	Finances managed
	GBP 100k approximately

	Duty and standards – measurable in terms of time, cost, quality or quantity.  Please note this list is not to be regarded as exclusive.

	1 Duty  (30%)
	 Marketing: 
To ensure the CHINA strategic plan and the projects it contains, in particular large-scale projects, are based on a clear understanding of target audiences and that the BC offer an appropriate product mix to those audiences.   Manage the effective operation of the CHINA Marketing Team to develop shared working processes, create cross sector opportunities and build marketing expertise in the region.
· Manage, analyse and use the output from market research regional projects for strategic planning.

· Develop a marketing planning process (consisting of tools, advice, global framework and segmentation models) to assist project managers developing their project plans.

· Sign off marketing plans for large-scale projects 
· Coordinate, monitor and report on the regional marketing activity plan, which covers all sectors and offices.
· Develop and implement a marketing activity evaluation process which is consistent and accepted by the sectors.

· Knowledge Management: Ensure knowledge from market research, CRM system and post-activity evaluation is accessible, usable and useful in future strategic and project planning across the region.

	Standards
	· Common definition and understanding of target audiences in forming all CHINA regional projects.
· CHINA regional projects are demonstrably successful in reaching agreed target audiences in delivering the strategy objectives.

· Directors and sector managers access and use the knowledge from market research analysis, CRM system and post-activity evaluation and positive feedback is received from project managers and RMT on the quantity and quality of the knowledge management content and process.

· Formal and informal market research carried out to the satisfaction of RMT and CHINA Regional Project Managers.  It contributes to regional and local project development, is carried out in line with regional guidelines and standards, and is commissioned according to British Council procurement standards.

· Regular bi-monthly meetings of CHINA Marketing Team (Marketing managers from each sector and the managers from the Communications team) happen and team members find the meetings productive and the output from the team contributes to a more effective marketing operation.
· Marketing and communications strategies are fully aligned and mutually supportive.

	 2 Duty  (30%)
	Communications: To lead the Communications Team to develop strategies, which support BC products, services and projects, in the areas of PR and media, business relations, e-communications and web development, internal communications and customer services and ensuring there is a clear linkage to CHINA marketing strategies.   To provide high quality communications and marketing services through the Communications Team to internal customers in the following areas:

· PR and media

· Business Relations

· E-communications

· Internal Communications

· CRM system management and use

· Knowledge management

· Market Research

· Sourcing external marketing services and suppliers

· Brand management
To act as principal interface for the region with HQ marketing and communications departments and regional counterparts.

	Standards
	· All projects have effective communication strategies in place at an early stage.

· Strategies and their implementation in specialist areas are in line with corporate and CHINA policy and standards.
· Service level agreements for each service offered are developed and agreed with internal customers.  The process of sourcing and managing external marketing services is agreed and carried with internal customers.

· Positive feedback from internal customers on the communications and marketing services provided by Communications Team.  Services are delivered according to the service level agreement, messaging is consistent across the region and compliant with corporate communications strategies.  
· The British Council brand, values and identity are used consistently and effectively in all communications. 
· Opportunities for the effective use of new media to support CHINA communications are fully exploited.

· The effectiveness of British Council local and regional communications is regularly and systematically evaluated for RMT and recommendations for amendments to strategy is made as necessary.

· Reputation risks in the Region are highlighted to Corporate Communications (UK) along with proposed ‘lines to take’ when necessary.

· The interaction with the corporate centre is carried out to the satisfaction of corporate Marketing and Communications teams.

	3 Duty (10%)
	Professional support: To lead on the development of marketing  management skills for sector managers with marketing responsibilities.   

	Standards
	· A Marketing professional development plan is in place for each manager who has marketing management responsibilities.  Training and development opportunities are offered as appropriate to CHINA colleagues.  

· Positive feedback is received from colleagues on the timeliness and effectiveness of the opportunities available.

· The professional development strategy and its implementation are evaluated regularly and systematically and appropriate action is taken in response to the evaluation.

· Effective systems are in place for offering professional advice on marketing, communications,  evaluation and related areas to sector managers. Positive feedback is received from RMT as to the quality and usefulness of the advice offered.

· The marketing professional development  plan is effective and creates a step change in marketing expertise for the region

	4 Duty (15%)
	Management of Beijing Marketing & Communications activities: To lead the Beijing marcomms team for successful delivery of marketing and communications support for activities taking place in North and Central China

	Standards
	· Marketing and communications plan in place for activities taking place in North and Central China with support of Senior Communications Manager and e-marketing Manager
· Marketing and communications plan well executed in North and Central China.  As a result, more impact in terms of audiences and readership is achieved

· Positive feedback received from colleagues about the planning and delivery of the marketing and communications support provided by the individual and by the overall Beijing marcomms team

	5 Duty  (5%)
	Line and Functional Management:  To functionally manage the Communications Team (Media Relations Manager (Mainland), the Ecommunications Manager (Mainland), the Business Relations Manager (Regional) and the Marketing Services Manager (Regional) and the Hong Kong Marketing Director.  To line manage the roles which are located in Beijing.  
· Develop and manage the Communications Team’s specialist skills and line report’s generic skills.

· Actively support, work with and advise the Communications Team on the development of communications strategies and plans
· Assist the team develop working processes which can achieve the service level agreements agreed.
· Represent the team and their views at RMTs and CHINA Marketing Team meetings and on day to day functional issues as required.

	Standards
	· Feedback received from the Communications Team which perceives the holder as an effective leader who provides a clear direction for strategic planning and working processes, effective and active advisory and representative role and a valuable source of marketing expertise.

· Line management responsibilities as applicable, are carried out to corporate and CHINA standards.

	6 Duty  (5%)
	Financial management: To manage the communications budget for CHINA.  (Exact amounts and mechanisms to be determined).  To coordinate the procurement and management of  contracts for marketing materials and services as agreed by RMT.

	Standards
	· Financial management is carried out to corporate and CHINA standards and budgets are managed within 1% of regional target 

· The communications budget is used effectively in realising the objectives of the overall CHINA strategy, and to the satisfaction of the RMT. 

· Procurement and contract management meets all BC standards

	7 Duty (5%)
	Personal Development:  To keep  professionally updated particularly in the area of marketing and communications, and related specialist areas, by attending appropriate training courses/ /workshops and self study and to develop generic competencies through taking part in training and development programmes within the training and development strategy. To respond to media opportunities, and to seek out new media opportunities proactively for the region 

	
	· Professional confidence in own knowledge and abilities is raised

· Newly acquired knowledge and skills is used effectively in practice

· New communications opportunities are introduced and used if deemed effective for the British Council.
· Positive experience is shared with colleagues to inspire better performance

· Feedback from colleagues regarding performance is positive


Person specification

Managers should select competencies from the Organisational Skills Profile and should use no more than 8 for recruitment and selection purposes.
	
	Criteria:  behavioural competencies (assign levels), skills, knowledge experience, and specialist qualifications.

	Essential (E) or desirable (D).
	All criteria will be used for performance management purposes. 

Indicate here (Y or N) if a criterion is to be used for recruitment and selection.
	If a criterion is to be used for selection, please state here how it will be measured (e.g. application form, interview, performance evaluation

	
	Behaviours
	
	
	

	1
	Working strategically

Level 4 Promotes a longer term strategy
Realigns the department or operation to better meet long-term objectives better even if this means taking unpopular or difficult decisions in the short-term. Experiments and reinvents thinking using intuition as well as complex analysis to create a new concept or approach not obvious to others.


	E
	Y
	Application form, interview, performance evaluation

	4
	Leading and developing others

Level 4 Gains commitment & inspires others to achieve
Communicates and gains team commitment to a vision of what is to be achieved. Delegates fully and creates opportunities which help others to develop their potential. Identifies inequalities of opportunity within the workplace and takes steps to address them. Inspires and empowers others to overcome difficulties and achieve goals. Nurtures strong team identity and pride.


	E
	Y
	Application form, interview, performance evaluation

	2
	Relationship Building for Influence
Level 3 Maintains networks & plans impact
Takes the lead role in managing partners, associates and institutional relationships to deliver operational impact. Actively develops networks of internal and external contacts to extend influence, support the achievement of business objectives and manage reputation risk in business delivery. Promotes a team approach to relationship management and influencing. Shares intelligence appropriately, demonstrating political judgement through interactions with colleagues and partners. Plans an approach to have a specific impact, including taking bold, creative or unusual actions to make a point or get through to others. Makes personal commitments in order to build trust and credibility.


	E
	Y
	Application form, interview, performance evaluation

	3
	Analytical thinking

Level 3 Tests All Angles
Looks objectively at every side of an idea or situation to ensure that all outcomes are thoroughly assessed before deciding on the appropriate course of action.
Analyses complex situations by looking at multiple causes and effects.
	E
	Y
	Application form, interview, performance evaluation

	
	Generic Skills
	
	
	

	5
	Reading and Writing Skills  in English (Essential) and Chinese (Desirable)
Level 2
Able to produce summaries of complex documents for a specific audience 

Writes business documents clearly and effectively using standard British Council formats where available (e.g. reports PowerPoint, web, etc.) 

Able to manage documents through several drafts with various contributors 

Reports disagreement with sensitivity and even-handedness 

Understands and applies plain English guidelines
	E (English)
D (Chinese)
	Y
	Application form, interview, IELTS score

	6
	Speaking and listening skills in English and Putonghua
Level 2

Makes balanced and effective contribution in difficult situations e.g. conflicts between staff members 

Communicates ideas clearly, effectively, persuasively to an individual or a group 

Varies speaking style according to audience 

States different and/or critical opinions without causing offence 

Is aware of his/her own and others' body language 

Contributes to meetings effectively to ensure all parties can respond and/or participate 

Delivers presentations effectively 

Acts as a sounding board for colleagues 

Listens empathetically (paying attention to words, feelings and thoughts of the speaker, and responding appropriately)
	E
	Y
	Application form, interview, IELTS score

	7
	Understanding potential markets/customers

Level 3 
Commissions, scopes and co-ordinates appropriate customer and market research 


	E
	N
	

	8
	Understanding tools and media

Level 3 
Able to plan and manage multi-media communications programme 

Assesses potential of new and existing communications tools/media 

Develops new and existing communications tools and media
	D
	N
	

	
	Job Families: technical skills, knowledge and experience
	
	
	

	9
	Has a marketing qualification – an MBA or equivalent or the Professional Diploma from the Chartered Institute of Marketing
	E
	Y
	Application form, references

	10
	Knows and understands the mainland China marketing environment - Political, economic, social, technological, environmental, (PESTLE) factors.
	D
	N
	

	11
	3 years experience in a senior marketing related role and track record of success in at least three of the following:

· PR and media
· Market Research
· Sponsorship

· External communications

· Brand management

· E-communications and web development

· Customer relationship management
· Evaluation
· Internal communications
	E
	Y
	Application form, interview, references


Any special requirements of the job, including any legal requirements e.g. restrictions on employment, occasional unsocial hours, flexible working, passport status.

	Regular travel across China and beyond is essential plus the capacity to support staff in 4 mainland offices and Hong Kong.


	Submitted by
	Jim Hollington

	Date
	28 July 2008
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