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JOB DESCRIPTION: COMMUNICATIONS MANAGER 
  
 
 
REPORTS TO: Director 
SCOPE: working from home with flexible working  
DURATION: Full-time  
SALARY: competitive; according to experience 
 
 
CONTEXT 

Inc Arts is a national collective that champions the creative, economic and contractual rights of the UK’s 
African and Caribbean heritage, Asian diasporas and ethnically diverse workforce. We work 
collaboratively across the cultural and creative sector, creating peer-led solutions to redress the under-
representation and lack of diversity within the UK’s arts sector.  We do this through research and 
advocacy, creating bespoke Equity, Diversity and Inclusion (EDI) solutions to arts organisations, and 
by providing a network of advice, support and fellowship to the diverse arts workforce, across all art 
forms and seniority, and throughout the UK.  
 

ROLE SUMMARY 

The Communications Manager will be responsible for communicating our vision, mission and objectives 
in a way that is timely, transparent, clear and exciting. We are peer-centred, which means our 
messaging has the ethnically diverse cohort at the heart of all we do and say.  Through creating, 
managing and scheduling our content and campaigns you will help us to grow our reach and profile of 
Inc Arts.  
 
 
DUTIES & RESPONSIBILITIES – the Communications Manager’s responsibilities will include, but not 
be limited to 

• PR and campaign management 
o Creating and delivering Inc Arts’ advocacy and research campaigns across all media 

channels  

o Securing PR and profile opportunities for Inc Arts’ work and Inc Arts’ Director 

• External communications 
o Creating and managing all internal and external communications, including creation of 

social media assets 



 2 

o Managing and developing content for newsletters and all social channels 

o Growing partnership with ethnically diverse organisations and partners through making 

great connections with others working towards inclusive change 

• Public Affairs, and reactive comms 
o Horizon scanning across EDI and public affairs channels to identify and act on 

opportunities to amplify and advocate our goals. 

• Maintaining contacts for all our networks, keeping our databases and connections up to date, 

including website content 

• Internal communications 
o Managing Inc Arts’ steering groups and supporting communications with partners 

• Procurement and commissioning additional content from creatives as required 

• Ensuring that the work you produce for Inc Arts is GDPR compliant and that all GDPR and 
privacy policies are up to date and implemented. 

 
 
PERSON SPECIFICATION 

• Demonstrable experience managing marketing or communications strategies and content 

• Proven success designing and executing marketing and communications strategies and 
campaigns 

• Up to date on industry trends and able to stay ahead of the curve 

• Excellent organisational and project management skills. Great multitasker and capable of 
simultaneously managing multiple projects with different deadlines 

• A proven ability to self-manage, with demonstrable self-motivation 

• Great collaboration skills  

• Must be able to think analytically and strategically with keen attention to detail 

• Superior written and verbal communications skills 

• Experience of or a commitment to working within and developing a supportive, inclusive and 
diverse working organisation and environment. 

 
To apply 
 
Send a CV and 3 links to examples of some comms you've done that you're proud of.  
Add a cover letter of 800 words or fewer on why you want to work with us, and what you would hope 
to achieve in the first 60 days of working with us.  
You might want to send us a video instead of a letter - that's fine too.  
 
Closing date for applications: mail admin@incarts.uk midday, April 6, 2020 


