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	Position
	Internal Communications Senior Adviser

	Reports to
	Communications Manager

	Work level
	4

	Group
	Engagement 

	Team
	Strategic Engagement  

	Location
	Onsite at the Hub in Melbourne CBD or Hybrid

	Direct reports
	N/A

	01. Purpose of the position and link to Strategy 2023+ Earlier, Easier, Together

	The Internal Communications Senior Adviser ensures Beyond Blue employees are informed and engaged to deliver the organisation’s strategy through strategic, timely, tailored, persuasive and impactful communications.
The position works to deliver all five Beyond 2023+ Strategy goals: Understanding, Supporting, Connecting, Leading and Integrity through strong internal communications that inspire employees to work to improve mental health and make it easier for people to feel better earlier, get well and stay well.

	02. Key Accountabilities of Position

	
· Design and execute an engaging internal communications plan which supports the vision of the Beyond Blue 2023+ strategy through communications to Beyond Blue employees.

· Develop and deliver key internal Beyond Blue products including the language and style guide, intranet copy, weekly newsletter and more.

· Provide internal communications advice and guidance to Beyond Blue managers and employees, equipping them to successfully develop and implement internal communications to support their projects and program areas. 

· Produce internal communications materials that comply with the style guide, brand guide, and provide quality control guidance and editorial direction across the organisation.

· Manage Beyond Blue’s internal communications channels, including maintaining the internal communications calendar and the content and integrity of Beyond Blue’s intranet.

· Provide support to the Communications team and the Strategic Engagement Unit including information for Board reports, presentations, briefs, correspondence, teleconferences and face to face meetings, and providing relevant information to internal and external stakeholders.

	03. Key outcomes, or desired impact of role, linked to Strategy

	· Compelling internal communications strategies and advice that clearly support delivery of Beyond Blue 2023+ Strategy, including overarching project and program area promotion. 

· Engaged and proactive Beyond Blue staff who understand the vision and are engaged in their role in delivering the organisation’s strategy.

· An efficient and effective Strategic Engagement Unit which provides appropriate advice and support across Beyond Blue.

	04. Core Capabilities

	Capabilities in our capability framework critical for role success include:
· Communicating – expresses information clearly and with purpose
· Community Centricity – actively listens to, understands and response to community and stakeholder experience and needs
· Innovating mindset – generates new ideas and embraces progress to create more value for Beyond Blue communities
· Digital discovery – uses available technology, data insights and digital resources to maximise efficiencies and effectiveness
· Partnering – collaborates and works in partnership to improve our sustainability and impact
· Agility – embraces agile work methods and is flexible in an uncertain and turbulent environment
· Critical thinking – uses logic and reasoning to identify the strengths and weaknesses of alternative solutions or approaches to problems 

	05. Specific Job Competencies

	Education/qualifications
Bachelor’s degree in communications, PR, writing or editing or related discipline
Key essential skills
Minimum five years’ experience in a similar role.
Experience developing and executing creative internal communications strategies and plans.  
Experience developing content across multiple channels and mediums including digital, video, presentations and written materials
Ability to work with senior leaders to deliver sensitive, timely and/or ad hoc communications
Ability to build and maintain strong relationships with internal and external stakeholders 
Motivated self-starter with a focus on delivery, high degree of accuracy and attention to detail
Effective planning, organisational and personal time management skills
Ability to work in a fast paced environment with multiple priorities and at times, conflicting deadlines 
Proficient in using the Adobe Suite preferable (InDesign, Photoshop, Illustrator, Premier Pro etc)


	06. Values leadership and our culture at Beyond Blue

	Beyond Blue Values We all play a part and take responsibility for our impact on Beyond Blue’s culture, in line with our Values.
Cultural competency Beyond Blue strives to be a culturally safe and inclusive workplace. All employees are expected to undergo regular cultural competency training as part of their professional development plans.
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