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THE BLACK COUNTRY CHAMBER OF COMMERCE

BUSINESS IS DONE BETTER TOGETHER

Black Country Chamber of Commerce is the successor to several legacy organisations,
spanning two centuries.

We remain the leading business support organisation for all businesses, regardless of sector
or size, doing business in Dudley, Sandwell, Walsall and Wolverhampton. One of 51
independent organisations in the UK affiliated to the British Chambers of Commerce network,
our products and services help members overcome barriers and limitations to growth.

A lynchpin of the local economy, our work further amplifies the voice of members to
showcase, celebrate and champion the Black Country’s business community.

This is a dynamic and exciting time for us following an intensive period of modernisation and
restructure and a turbulent time for many businesses. Our aim is to build on this work and
continue to be a powerful delivery vehicle for our members interests and needs.

We are seeking to appoint a passionate, driven Communications & Engagement Officer to
work with our members, stakeholders and policymakers and deliver compelling policy
communications and activities which influence, inform and tackle the barriers limiting growth
and productivity. If you thrive in an ambitious, proactive, relationship-driven organisation,
this could be the role for you.



ABOUT THE ROLE

Reporting to, and working with, the Head of Marketing & Communications, the
Communications & Engagement Officer will be responsible for leading the Chamber’s
communications and engagement on policy issues and public affairs.

In summary, the postholder’s key responsibilities will be to:

Members & Lobbying

e Anticipate, identify and consider policy, political and economic issues of relevance to the
Chamber and its members.

e Advise senior management and other stakeholders in a convincing and concise way on
proposed stance and course of action.

e Arrange and attend meetings with members as required (primarily but not exclusively
premium members), researching and preparing information on sector-specific concerns
in advance of each meeting and acting upon issues subsequently raised.

e Influence the debate on policy issues by crafting the Chamber’s response and reaction to
policy or regulatory developments which impact members.

e Identify funding and grant opportunities of relevance to Chamber members, circulating
them internally and externally as appropriate.

e Maintain close working relationships with the Chamber team to ensure the effective flow
of information, ensuring all of the wider team remain fully informed and are given the
opportunity to contribute meaningful member feedback.

Share of Voice

e  Further develop the Chamber’s policy function to ensure that it remains high profile and
a respected voice across the region.

e Create a programme of activity (including research, briefing papers, thought leadership,
events, etc.) specific to the Black Country economy and the needs of members.

e Ensure that the Chamber’s policy work is communicated effectively through all of our
channels to enhance and protect our reputation as a thought leader and change agent.

e Work with colleagues in Membership, Export and Marketing to ensure relevant and
timely information is communicated.

e Write audience-specific copy for use in our quarterly magazine Prosper, member
newsletters and reports.

e Contribute to any policy related press interviews and releases, external communications
and press work as required.

External relationships

e Establish and grow relationships with key policymakers and opinion-forming audiences.

e Build relationships across the business sector regionally and nationally to facilitate
collaborative working.

e Attend Chamber events to network and build relationships with members.

e Represent the Chamber at external events relevant to our policy programme and our
members.

e Represent member interests in consultations, roundtables and public affairs forums



Research

Commission and manage regular research activities (such as the Quarterly Economic
Survey), research collaborations or funded projects, analysing gathered information and
presenting it for different audiences.

Establish and maintain consistent ways to gather and track sentiment and intelligence
which can be shared with key internal and external audiences.

Skills & Experience

Background in public affairs, policy or political communications

Strong analytical, writing and simplification skills - able to translate policy into plain
English

Confident in writing copy for business publications.

Good political awareness, curiosity and understanding of the business environment
Confident stakeholder manager and relationship builder

Commercial awareness and ability to articulate persuasively the benefits of membership
and engagement.

Personal Attributes

A team player who values collaboration and team spirit.
Positive, proactive and solution orientated.
Ability to work under pressure and tight deadlines.



RELATIONSHIPS

The postholder will be a visible face of the organisation who will maintain relationships
internally and externally including:

Senior Management and other colleagues in the Black Country Chamber.
Parliamentarians and their offices, key portfolio holders and officers in our four local
authority areas, officials at the combined authority and other regional institutions and
bodies.

Members across a range of sectors and those with an interest in the Chamber’s policy
work.

Colleagues in other Chamber teams.

Multi-organisational groups such as British Chambers of Commerce, local Business
Boards etc.



PERSON SPECIFICATION

A person’s suitability for the role and how they meet the below criteria will be assessed
during the application, interview and any assessment stages:

AREA

A working knowledge / understanding of Chambers of

ESSENTIAL

DESIRABLE

KNOWLEDGE

Walsall, Wolverhampton and the wider West
Midlands area as well as their issues and challenges.

Commerce, business support entities or membership v
organisations.

Knowledge of the business support landscape and the

business demographics within Dudley, Sandwell, v

Relevant technical certifications or qualifications such
as policy, public affairs, communications, business
management, project management, etc.

EXPERIENCE
A minimum of 12 months recent experience working
at a comparable level within policy, impact, strategic

Excellent organisational and administrative skills.

o e v
communications or public affairs.
Experience of shaping and communicating
organisational policy activities. v
Experience of influencing opinion through evidenced-
led advocacy. v
Proven experience of influencing internally and
externally. v
Developing KPls, budget management and delivery. v

SKILLS & ABILITIES

v
Excellent communication skills and an ability to create
and maintain solid working relationships at all levels. v
Strong drive for results and a high level of resilience. v

~N



Excellent at managing priorities and multiple projects.

High levels of motivation.

Excellent writing skills.

Understanding of research methodologies relating to
businesses.
Ability to work on own initiative and as part of a team.

SN NS

High level of IT skills across standard applications (e.g.
MS Office, Cloud Based Technology), awareness of
bespoke systems and their role in supporting v
organisational objectives (e.g. CRM, website, social
media, etc.).

OTHER

Takes responsibility, ownership and can adapt their
leadership style to achieve results. v

Celebrates and is proud of success.

v
Ability to digest complex policy messages and jargon
in simple and impactful ways. v
Dependable and reliable.

v
Exercises tact and diplomacy.

v
Access to own transport and car is insured for
business travel. v
Can work flexibly.

v




GENERAL INFORMATION

Working & Delivery

The Chamber has implemented a hybrid working approach which currently includes a
minimum of two full days at the Chamber’s office. In addition, the postholder should be
available to attend meetings at the Black Country Chamber of Commerce's Head Office
alongside other events and activities across the region as deemed relevant and necessary.
Our standard hours of work are 35 hours per week, Monday to Friday. Given the nature of
the role, flexibility in response to business requirements will be expected.

This role is offered on either a full or part-time (minimum 3 days, 21 hours) basis to suit the
right candidate. Please state your preference on application.

Reporting

The role has no direct reports.

Salary

The Band for this salary is Band D.

Contract length

Permanent

Pension & Benefits

e Company Pension Scheme is 6% contribution based on an employee contribution
of 2% (subject to government changes).

e Death in Service Insurance, 3 x gross salary.

e The Chamber is part of an Employee Healthcare Scheme.

Holiday entitlement

The holiday entitlement is 27 days plus public holidays, and our holiday year runs from 1°t
January to 315 December. The postholder is entitled to a further full paid day of leave on
their birthday (to be taken on their birthday or the next full working day).

Upon a full 12 months of service, employees also benefit from the following:

The Chamber traditionally closes for a number of days over the Christmas period which are
in addition to your contracted holiday entitlement. This is at the CEQ’s discretion and
employees who have not completed 12 months service may be required to save a number
of days from their entitlement to cover this period.
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