
 

 

JOB DESCRIPTION 
 
Job title:  Head of Public and Community Engagement  
 
Grade:   12   Post Number:  000705 
 
Directorate:  External Affairs 
 
Job purpose 
 

1. Responsible for developing and implementing strategies to deliver effective and efficient 
public and community engagement programme: 

 

 To develop, lead and manage the Mayor’s community engagement to ensure two-way 

communication with communities across London on the Mayor’s priorities;  

 Work closely with community groups and non-government organisations (NGOs) to 
identify partnership opportunities in delivering the Mayor’s priorities;  

 Lead the direct GLA public information service to ensure that it’s responsive; efficient and 
coherently communicate the Mayor’s priorities and agenda to Londoners.  

 
2. To provide strategic and policy advice, assistance and support to the Director of External 

Affairs including but not limited to: 
 

 Effective management of the work of External Affairs Directorate, including the 
management of staff, resources and projects and ensuring that the delivery of outcomes 
reflects the Mayor’s priorities and vision; 

 To provide high-level support and advice to the Director through and deputising both 
internally and externally for the Director as required. 

 
3. To lead and manage the GLA Public and Community Engagement Unit and oversee the 

provision of effective business and professional support services in accordance with the 
Authority’s policy requirements and decision-making. 

 
Principal accountabilities 

 
1. To develop, direct and deliver a programme of engagement with communities to effectively 

and coherently communicate the Mayor’s agenda. 
 

2. Lead, direct and manage the Authority’s relationship with communities across London to 
ensure effective and efficient implementation of the Mayor’s strategies and policies including 
identifying partnership opportunities. 

 
3. To work with the Director as required to ensure effective and efficient management of the 

Directorate in accordance with the human resources, financial, procurement, policies and 
procedures of the Authority, ensuring that the Directorate’s resources are deployed 
effectively in order to achieve the Mayor’s priorities. 

 
4. Build relationship with the diplomatic community in conjunction with the International Team 

to facilitate and support the Authority’s community engagement programme. 
 



 

5. Contribute to the development and management of relationships with existing and potential 
voluntary sector and non-government organisations (NGOs) to deliver the Mayor’s priorities. 

 
6. Manage the Public and Community Engagement Unit and budget to ensure effective and 

efficient use of resources with clear performance management arrangements. 
 

7. Advise the Mayor, his Office and senior GLA officers on community engagement and 
coordinate the Mayor’s/GLA engagement including the production of briefings and reports 
for the Mayor and senior officers. 

 
8. Develop and implement systems and processes to set, monitor and evaluate programme and 

project objectives, translating strategic aims into practical and achievable plans and ensure 
appropriate action in line with the decisions of the Mayor. 

 
9. Realise the benefits of London's diversity by promoting and enabling equality of 

opportunities, and promoting the diverse needs and aspirations of all Londoner.  
 

10. Realise the benefits of a flexible approach to work in undertaking the duties and 
responsibilities of this job, and participating in multi-disciplinary, cross-department and 
cross-organisational groups and project teams 

 
 
Dimensions 
 
Accountable to: Director of External Affairs 
 
Accountable for: Staff in Public and Community Engagement Unit and resources allocated to 

the job. 
 
Principal contacts: The Mayor, Deputy Mayor’s, Mayor Advisers, other senior managers in 

directorate, authority and functional bodies. 
 
Person specification 
 
 
1. Successful experience of providing professional advice to senior staff and politicians, and 

experience of building trust and confidence with elected members (or similar office holders) 
within a democratic process. 

 
2. Outstanding interpersonal and influencing skills and the capacity to build effective relationships 

with a range of stakeholders on complex issues. 
 
3. Experience and substantial knowledge of dealing with community groups and voluntary 

organisations. 
 
4. Evidence of developing, leading and managing high performing professionals to include tackling 

poor performance and developing talent. Experience of managing workload and staff effectively 
in a complex, politically sensitive environment. 

 
5. Well-developed, communication, analytical and problem-solving skills, and ability to devise 

creative solutions to complex problems and issues. 
 



 

6. Experience and evidence of leading a successful project and preparing clear and concise personal 
and written reports, presentations and briefings on complex issues for a range of different 
audiences. 

 
7. Evidence of success in leading on the development of strategies, policies and significant projects 

with and for implementation by others, translating them into effective practical operation and 
reviewing and evaluating their effectiveness. 

 
8. Evidence of operating effectively as part of a wider management structure involving other senior 

managers, to manage conflicting priorities and changing circumstances to achieve departmental 
and organisation objectives. 

 
9. Ability to apply sound judgment in responding quickly to fast moving priorities whilst also 

identifying and working towards longer- term goals. 
 
10. Understanding of, and commitment to, the role of the GLA in promoting equality of opportunity, 

combating discrimination, and promoting the diverse needs and aspirations of London’s 
communities. 

 
 


