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Job Description

This form summarises the purpose of the job and lists its key tasks. It is not a definitive list of all the tasks to
be undertaken as those can be varied from time to time at the discretion of the School, in consultation with
the postholder.

Job title: Head of Communications, Events and Creative Projects

Department/Division: Law School Accountable to: Law School Manager

Job Summary

The LSE Law School is a world-renowned law faculty and vibrant intellectual community of staff and
students. Our events programme is one of the largest of any law school in the world with over 200 events
per year, ranging from high profile public speakers, research seminars, conferences, to book launches and
student socials.

This role is responsible for setting a creative vision for the Law School's communications, events and
marketing activities, and ensuring follow-through and delivery to the highest standards. A senior member of
the professional team, the post-holder oversees the planning, execution, and evaluation of the events
programme and all communications projects, providing the energy, ambition and drive to ensure that these
activities continually innovate and develop to align with the Law School’s world leading aspirations. The post-
holder manages a dynamic team and works widely across the faculty and broader Law School community to
develop comprehensive marketing campaigns, foster long-term partnerships, and ensure the smooth
execution of events that engage and inspire our community and beyond.

The role involves regular evening work during term time (with time taken in lieu and greater flexibility during
vacations).

Duties and Responsibilities

Communications
e To have overall responsibility for setting the Law School's communication strategy to support the
achievement of its ambitious agenda.

e To have overall responsibility for the Law School's communications channels ensuring that their
design and use are innovative, ambitious, and structured for high levels of engagement and to the
highest professional standards both in terms of:

= digital channels, including the website, videos, blogs, social media, advertising creative,
email campaigns, promotional materials for events, placements in the media and staff and
student communications; and

= the design and production of a printed creative portfolio, including leaflets, brochures,
magazines, fundraising materials, careers collateral etc, to ensure that they match the Law
School’s ambitions in scholarship and teaching.

e To build and maintain the Law School’'s brand and reputation in public forums and with key
stakeholders
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To provide expert advice and guidance on the development of communications strategy and
delivery materials for new component units of the Law School such as the Legal Advice Centre,
CenTax and the Global School of Sustainability.

To scope out and oversee the launch of relevant communication and marketing channels to engage
core target audiences, as required, championing a culture of innovation, creativity and best practice.

To act as the Production and Creative Editor for the Law School’s annual publication, Ratio
magazine, taking responsibility for content inclusive of the Law School's wide community, a high-
end digital and printed output, and a showcase launch and networking event.

To take lead editorial control and lead on the development and production of the Law School’s
podcast portfolio, overseeing the work of technical staff and providing guidance into artistic
direction, while working closely with the Communications and Marketing Manager.

Event Planning & Delivery

To ensure, through line management of the team, the smooth planning and delivery of all of Law
School academic events (circa 200 per year), including research seminars, research conferences,
book launches, public lectures and masterclasses, with direct oversight of events where needed.

To lead planning for complex, controversial, or high-visibility events, managing scope, timelines and
decision-making.

To benchmark the events programme against competitors both in the UK and internationally to
ensure that it remains world leading, and to evaluate and refine provision for continuous
improvement; to collect and monitor data to contribute to review exercises and the REF, informing
future provision.

To work closely with senior academic leads and Philanthropy team to identify activities suitable for
building and developing relationships with donors.

To manage relationships with contributors to Law School events to promote and develop productive
institutional relationships; to manage records of contact with external contributors and to contribute
to the development of the CRM database.

To ensure all event data is up to date and held centrally in the CRM database.

Marketing & Analysis

To provide expert advice and guidance, and through the Communications and Marketing Manager,
to develop plans for targeted areas of student recruitment including the MSc Law and Finance; the
Executive LLM; and the Law School’s in-house short courses.

To ensure that the public projection of the Law School continually stands out among our peer set for
breadth, quality, rigour, relevance and innovation.

To produce data, research, analytics and intelligence reports which articulate operational and
strategic insights to inform the activities of other colleagues and line reports

To use insights to anticipate trends and development needs; to inform discussion and decision-
making by Strategic Planning Committee and the Law School Meeting, including: competitor
developments; prospective students’ interests; and UK and international university rankings.
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Creative Projects

To lead on the expansion and quality of (i) the Law School’s digital creative portfolio (including
design, video, podcast and other media), and (ii) the Law School’s printed creative portfolio
(leaflets, brochures, magazines, fundraising materials, careers collateral etc) to ensure that they
match the Law School's ambitions in scholarship and teaching.

To sign off on all aspects of design and creative, coaching team members to produce their best
work.

To organise and host exhibitions in collaboration with other institutions.

To develop with the Event and Communications team, logos, brand guidelines, templates and other
branding assets for new initiatives related to the Law School.

To contribute to the development of academic’s profiles and overall image of the Law School.

To provide energy, ambition and drive to instigate and deliver on new and innovative creative
projects that further promote the culture and values, and international standing of the Law School.

To stay up-to-date with the design trends, tools, platforms, and best practices to enhance creativity
and efficiency.

To manage multiple creative projects simultaneously while maintaining attention to detail.

Management & Leadership

To lead, manage and motivate an Events and Communications team covering recruitment,
objective setting, performance management, and talent development, ensuring strong performance
from the roles.

To set and communicate a vision for the team and inspire, engage and motivate team members to
achieve it.

To manage the Events and Communications budget, monitoring spend versus budget, ensuring
value for money when working with external agencies and internal suppliers.

To be an active member of the Law School's Professional Services Leadership Team and other
senior committees in order to assist in the strategic planning and operation of the Law School; to
deputise for the Law School Manager when required.

To represent the Law School and LSE externally on various bodies (committees, groups, boards,
panels, etc) and to initiate and develop partnerships with external organisations and agencies in
order to achieve departmental and institutional objectives.

To build effective relationships with and influence multiple stakeholders across the Law School, LSE
and externally to support the achievement of the Law School’s ambitious agenda.

To assist the wider Law School Professional Services Team with events and projects as required,
work with the Law School Manager on special projects as required, and to undertake any other
reasonable duties related to the broad scope of the role.
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Flexibility

To deliver services effectively, a degree of flexibility may be required in the duties performed in order to
meet the exigencies of service. Job roles may also naturally develop over time and ongoing substantial
changes to a role will be discussed between line managers and their staff, with job descriptions updated as
and when appropriate.

Equity, Diversity and Inclusion (EDI)

LSE is committed to building a diverse, equitable and truly inclusive university. All posts (and post holders)
will seek to ensure diversity and inclusion, while opposing all forms of unlawful and unfair discrimination on
the grounds of age, disability, gender identity, marriage and civil partnership, pregnancy and maternity,
race, nationality, ethnic or national origin, religion or belief, sex and sexual orientation, or social and
economic background.

Ethics Code

Posts (and post holders) are assumed to have a responsibility to act in accordance with the School’s Ethics
Code and to promote the principles and values that the Code enshrines. The Ethics Code clearly states that
the whole LSE community, including all staff, students, and governors of LSE, are expected to act in
accordance with the principles which are set out in the Code. As such you are required to read and
familiarise yourself with it. The School’'s Effective Behaviours Framework is designed to support this Code.
It sets out examples for the six behaviours that all staff are expected to demonstrate, these can be found on
the following link: click here

Environmental Sustainability
The post holder is required to minimise environmental impact in the performance of the role, and actively
contribute to the delivery of the LSE Environmental Policy.


https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Internal/staff/OL/Effective-Behaviours-Framework.pdf

