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Job description: Head of Executive Office and Communications
	The Head of Executive Office and Communications will run the Executive Office and Ormiston’s communications agenda, providing effective, trusted support to the CEO and Deputy CEO while ensuring that our staff and external audiences feel informed, engaged, and connected to our mission and values.

As Head of Executive Office and Communications, you will run the Executive Office — including managing correspondence for the CEO and Deputy CEO and acting as a trusted advisor. You will also provide comprehensive leadership, planning and coordination of Ormiston's key internal and external communications. You will work closely with the National Leadership Group and schools to shape messaging and deliver strategic projects.

You will bring advanced skills in planning, delivering and monitoring communications, including the ability to establish and deliver a comprehensive communications strategy that is meaningful and coherent, with the buy-in of all our audiences.

This role sits within the Transformation team.
	Department: Executive Office

Location: Home based. National role with travel as required to the Birmingham office, schools and other locations as necessary. 

Salary: OAT Central 31-33 £74,448 - £80,523






Role and responsibilities

Executive Office
· Act as a trusted advisor to the CEO and Deputy CEO, serving as a convener, problem solver and a source of sound and reasoned advice.
· Strategically manage correspondence and requests on behalf of the CEO and Deputy CEO, acting in a private secretary capacity to ensure timely, accurate and appropriately prioritised responses, and that their time is used productively.
· Oversee the administrative support for the CEO and Deputy CEO, ensuring effective diary management, scheduling and administrative support across the Executive Office.
· Manage special projects with schools, Ormiston's Central Team leaders and external stakeholders.

Executive Office communications
· Work closely with the CEO and Executive Office to ensure public affairs activity aligns with the Trust’s strategic goals. 
· Prepare talking points, briefings and presentations to support engagement with policymakers and key external stakeholders.
· Develop briefing materials and presentations for the Executive Office to support strategic internal communications and events, including the Annual Leadership Conference. : 

Internal communications
· Partner with the Executive Office and team leaders to shape messages about our strategy and strategic projects so they support our priorities and are clearly understood by all staff.
· Develop an internal communications strategy to build engagement, enhance communication flow, and support our organisational strategy and priorities.
· Develop an internal communications strategy to build engagement and enhance communication flow. 
· Build on existing channels and create new ones to share timely information across the Trust and our 45 schools. 
· Lead improvements to our intranet, working with the Technology team on functionality and with team leaders on clear communication and information management. 
· Manage a communications plan to organise, share and track key messages across the organisation. 

External communications
· Work with the Executive Team, Principals and senior leaders on complex external communications, shaping key messages in line with the Trust's overall messaging. 
· Shape key reporting, including the annual report, impact reporting, and the Gender and Ethnicity Pay Gap reports. 
· Lead communications across the Trust website and social media, working with team leaders to create engaging content that promotes our initiatives and builds our brand. 
· Oversee the external agency supporting our 45 schools on key external communications. 
· Build relationships with key stakeholders to help Ormiston influence policy and practice and support its impact objectives. 

Press relations and public affairs
· Lead our approach to press relations and public affairs, managing the agency contract that delivers strategic communications for schools, secures media coverage, and handles media queries and press support. 
· Work with the National Leadership Group to co-design a public affairs strategy that supports our five-year strategy and grows our voice and influence in the sector. 
· Identify and advise on media opportunities to raise the Trust's profile and strengthen its influence in education. 
· Engage and build relationships with journalists across sector media where appropriate. 

Developing tone of voice and writing across the Trust
· Develop the Trust's messaging and tone of voice with the Executive Office and senior leaders, ensuring communications support the long-term strategy. 
· Build writing skills across the Trust, helping team leaders communicate projects, policies and updates clearly and effectively to schools. 
· Create guidance and templates for consistent writing in line with the Trust's tone and style. 
· Coach and mentor staff to strengthen internal and external communications and convey messages confidently. 


Your skills and experience

Essential
· A strong commitment to Ormiston’s values and mission – an understanding of what we are trying to achieve and a belief in it.
· Relevant experience, including experience in senior leadership roles or managing a press office or public affairs function.
· Confident and comfortable operating as a trusted adviser to senior leaders, including the CEO, Executive Office, and Principal-level stakeholders.
· Experience managing a range of channels for communications in a large multi layered organisation.
· A confident user of technology and AI – and an understanding of how AI will transform our ways of working in both administration and communications in the short and medium term.
· Educated to degree standard or equivalent experience.
· Strong interpersonal skills with the ability to engage and influence at all levels and across organisations.
· Excellent verbal and written communication skills, with strong attention to detail.
· Experience writing internal and external communications, aligning messaging with organisational goals.
· Ability to synthesise complex information and communicate it clearly and simply to different stakeholders. 
· A strong track record managing high-profile issues, crises and reputational risk, with calm, decisive leadership under pressure. 
· Proactive, collaborative, and able to work independently. 
· Excellent project management skills, capable of handling multiple projects simultaneously. 
· Proven ability to build and manage internal and external stakeholder relationships. 
· Proven ability to work in a fast-paced environment, comfortable with change and ambiguity. 
· Creative and critical thinking, with strong problem-solving skills. 
Desirable
· Experience in a relevant sector (e.g. education, public sector, or large corporates). 
· Experience working with ministers, regulators, or policy environments. 
· Experience using analytics and insight to shape communication strategies. 
· Established relationships with national or sector media. 
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