


Role and responsibilities
	Identity



	Position title
	Corporate Affairs Manager

	Date
	17/11/2016

	Line Manager title
	Senior Corporate Affairs Manager

	Grade
	7





	Purpose



	Why
	The Corporate Affairs Manager is the communications lead for all business activities across one of two large regions (North or South). 
The role develops, and drives delivery of, a comprehensive Corporate Affairs Strategy for the region, in collaboration with the relevant Regional Directors. The Corporate Affairs Manager has the complex task of considering and aligning the needs of the business across a large region, with the corporate and internal communications strategies, both at a UK and group level, as well as meeting contractual client commitments. 
The Corporate Affairs Strategy for each region integrates public affairs, public relations, internal communications and brand positioning activities. 
The Corporate Affairs Manager is responsible for engaging regional stakeholders, at all levels, in the Corporate Affairs Strategy and motivating them to assist in its successful delivery - procuring and assigning resources as appropriate. 
To assist in the implementation of this strategy, the Corporate Affairs Manager develops and maintains relationships with key media, influencers, politicians and peers right across the region, not just in areas with an existing SUEZ presence. 
A key function of the role is to protect the reputation of SUEZ across the region, both with stakeholders and the general public, by ensuring that the business is acting in line with its ethics charter, its values, and in tune with public opinion. This involves not only managing issues, but also anticipating, mitigating and reporting on reputational risks before they occur. 
The Corporate Affairs Manager will also provide expert communications advice and service to clients, where required, or where there is a contractual obligation to do so - particularly in the delivery of campaigns associated with SUEZ's service. 
Further to this, the Corporate Affairs Manager monitors, measures and evaluates the success of communications activity in their region using appropriate objective tools based in PR measurement best practice (ie Barcelona Principles) - reporting the outcomes back to the Senior Corporate Affairs Manager and their internal stakeholders as an indicator of their performance. 
The role line-manages a Corporate Affairs Executive for the region, and three Community Liaison Managers/Communications Managers, overseeing their workloads, the quality of their work, their professional development (using coaching methods where appropriate) and undertaking all associated administration.  
The Corporate Affairs Manager works closely with the rest of the Corporate Affairs team and the wider communications team, and will take active responsibility for knowledge sharing among the team. Similarly, the Corporate Affairs Manager will have regular contact with the External Affairs Director and Technical Development Director to ensure that they remain up to date on recent policy and technological developments. 
Further to this, the Corporate Affairs Manager will stay abreast of, and in some cases lead, public policy thinking relevant to the sector within the region – including policy and legislation specific to Scotland and London respectively.
Maintaining formal and informal continual professional development (CPD) in communications disciplines, ideally through a chartered body such as the CIPR or PRCA, is essential to the role, which is responsible for ensuring SUEZ makes use of industry best practice in respect of communications trends, technology, channels and methodology.
In addition to being a spokesperson for SUEZ, and the principle point of contact for media enquires in their region, the Corporate Affairs Manager identifies, trains and coaches suitable spokespeople within the company - not just for media engagements but for public speaking engagements too.  
The Corporate Affairs Manager assists the commercial teams in developing new business, by reviewing bids and collateral, inputting into communications elements of tenders, and contributing political intelligence, particularly to the Public Sector Development team. 
As a representative of the communications team, the Corporate Affairs Manager attends the team meetings of other business divisions to share knowledge and may be, from time to time, called upon to deliver talks and presentations to various groups or organisations - such as customers, schools and politicians. 

	Within
	The Corporate Affairs Manager is wholly responsible for their region's communications strategy, which is signed off by the Senior Corporate Affairs Manager and Director of Communications.  

	According to
	Press protocols and procedures as set by the SUEZ group.




	Dimensions



	Financial
	Non-financial

	Revenue
	
	Employees
	(North - One)
(South - Six)

	Capex
	
	H&S responsibility
	n/a

	Operating profit
	
	Communication
	See 'purpose' section

	EBITDA 
(ex central overhead)
	
	Training and development
	Of Corporate Affairs Executive and Education Officers



	
Key stakeholder interaction network



General Managers & Regional Managers

External Affairs Director and TDD
Senior Corporate Affairs Manager and comms team
Direct reports
R&R UK's Directors
SUEZ group and BUs
External audiences across region

R&R UK internal departments:
Material Sourcing
Processing
Logistics
Business Support
Media & External stakeholders
Corporate Affairs Manager


	Ideal candidate experience



The role therefore requires the following abilities:
- To think strategically and manage the production and delivery of a Corporate Affairs Strategy for the region
- To understand and implement effective issues management, in challenging or hostile scenarios and on a longer-term basis across commercial, regulatory, political and public areas
- To identify and capitalise on media and communications opportunities across all media platforms regionally
- Strong leadership skills and ability to act as spokesperson for the company when necessary
- Exceptional writing skills and ability to write clear, concise and engaging copy for a wide range of audiences and for a wide range of purposes 
- Experience in high-pressure situations and the ability to critique or challenge other senior colleagues when necessary in a constructive manner
- Political knowledge and sensitivity - the ability to understand complex political structures, sources of political power and influence and how this applies to the business operations 
- Ability to line manage and coach direct reports 
- Commitment to continual professional development and an understanding of communications best-practice 
The position-holder should have extensive Public Affairs and or Public Relations experience, having worked both in-house and in an agency setting. They should ideally hold a relevant degree (ie PPE/Media/Communications and professional accreditation with the CIPR or PRCA. 

	Area one - Strategy



	Details
	Delivery measure

	Develop and execute the Corporate Affairs Strategy for one of two large regions  
Contribute to the delivery of the UK and group PR strategies 
Devise and implement appropriate objective measurement for strategy outputs 
Work with the Senior Corporate Affairs Manager and External Affairs Director to ensure national public policy issues and initiatives are managed effectively at a regional level 
	Delivery of objectives set in the strategy documents in accordance with identified objective measures.


	In order to
	maximise communications opportunities across the region and ensure that this activity is aligned with the company and group-wide communications priorities. 




	Area two - Customer (internal)



	Details
	Delivery measure

	To develop a Corporate Affairs Strategy for the region working in collaboration with Regional Directors. 
Assessing and training all company spokespeople within region
Assisting internal customers by leading issues management within the region on a proactive and reactive basis
Work alongside the Internal Communications Manager to deliver internal engagement programmes across the region
Work alongside the Public Sector Development team to input into bids and tenders as appropriate 
	Internal stakeholder feedback

Delivery of communications activities against contractual requirements

Follow crisis communications procedures 

	In order to
	ensure appropriate communications support is given to all areas of the business within the region 




	Area three - Customer (external)



	Details
	Delivery measure

	Advise and assist municipal, SPV, PPP/PFI customers and partners in respect of external communications strategy, campaigns and delivery in line with contractual commitments 
Manage external communication issues arising from or involving  customer contracts, such as industrial action, operational change or service disruption within the region, with the assistance of the Senior Corporate Affairs Manager where required.  
Manage external events relating to customer contracts, such as exhibitions, planning consultations and media events  
Advise and support significant regional customers in the delivery of external communications campaigns and editorial communications
	Appropriate objective measures for external campaigns  - either qualitative or quantitative 

Feedback scores from external events

	In order to
	Fulfil the communications requirements of commercial contracts 




	Area four - Company ambassador



	Details
	Delivery measure

	Ensure brand messaging, positioning and imagery is appropriate and consistent across all communications collateral within the region  
Act as a knowledgeable and credible spokesperson for the company as and when necessary - promoting the brand values and messaging
Be an expert in sector policy issues and be able to communicate them across all stakeholders within the region 

	Contributing to and producing positioning statements 

Media monitoring analysis

Debriefs following media engagements  

	In order to
	maintain the integrity of the SUEZ brand and reinforce brand messaging





	Area five - People 



	Details
	Delivery measure

	To manage the delivery of work and quality control for all external communications suppliers within the region
Manage four direct reports 
Develop and train spokespeople from within the business across the region 
	360 feedback from juniors, line manager and other stakeholders 

	In order to
	Ensure that external agencies deliver value for money and adhere to the SUEZ values, ensure consistency of work throughout the Corporate Affairs team, and develop excellent spokespeople to tell the SUEZ story 




	Area six - Communication



	Details
	Delivery measure

	- Report media coverage analytics to senior management within the region using Meltwater monitoring service 
- Brief clients, regional stakeholders and contract/account managers on regional issues or PR initiatives
- Brief senior management within the region on key issue positioning and communications strategy 
- Debrief operational staff in respect of sensitive issues so as to prepare appropriate communications strategies
	Feedback from internal stakeholders and delivery of formal written briefing documents/reports

	In order to
	Ensure that issues are properly managed and that all stakeholders within the region are aware of key issues and SUEZ's position on them 




	Please note



1. In line with our Values and Ethics Charter, the job holder is expected to:
Act in an honest, responsible and respectful manner to others.
Be responsible for their own professional conduct.
Comply everywhere and in all circumstances with the laws and regulations connected with their activities.
Comply with our obligations to other parties such as shareholders, associates, clients, suppliers and the community.
Ensure the health, safety and wellbeing of employees, customers and other personnel at all times.
The content of this job description reflects the main duties and responsibilities of the job and are not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion.
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