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Role Description: Communications Manager  
	Forsters is leading London law firm which delivers exceptional legal results to its clients who are principally from the real estate, private wealth and corporate sectors.  Whatever our client's objectives, we take a collaborative approach to find solutions tailored to their specific needs.  We believe that our engaged and friendly manner, combined with the delivery of concise, clear and commercially led advice, helps to build long lasting relationships with our clients and that our culture and values make Forsters a working environment where everyone can thrive.
Forsters has 70 partners and over 400 members of staff. 
For more information on Forsters, please visit our website at www.forsters.co.uk




	Key information 

	Job title:
	Communications Manager

	Reports to:
	Director of Business Development and Marketing

	Liaises with:
	Business Development & Marketing team, Leadership team, Partners, Business Service Heads and other internal and external stakeholders. 

	Department:
	Business Development and Marketing

	Hours:
	Core hours are 9.30 – 5.30 (flexibility will be required as the demands of this role will vary from week to week) 

	Job summary:
	This is a newly created role within Forsters’ Business Development & Marketing (BD&M) team at an exciting time for the firm. In the Autumn we will launch our refreshed brand and a new website. These are an important part of an ambitious marketing and business development strategy.
Working closely with the Director of BD&M, the Communications Manager will play a lead role on the firm’s internal and external communications strategy and execution. Included in this remit is raising and maintaining the firm’s profile and brand through effective media management, digital communication and other channels that support business development.  
This is a hands-on role, working closely with the BD&M team, firm’s leadership and providing strategic planning and editorial support to all parts of the business.
This role does not have direct line management responsibility but is instrumental in the coaching and development of junior members of the both the BD&M team as well as others (e.g. Responsible Business team).



	What will you do?

	Communications strategy 
	· Work with the Director of BD&M to develop and embed an effective internal and external communications approach which brings to life Forsters’ strategy and values.
· Devise compelling communication and engagement plans, draft engaging content and work with internal stakeholders to create and tailor content for their key audiences.
· Work with all parts of the firm to ensure all communications are consistent with the firm’s culture, values, vision, strategy and key messages.
· Support marketing campaigns internally and externally. Partnering with relevant groups to explore ways to create greater focus on current and planned activities.

	Internal communications 
	· Lead on the review of existing channels and processes and help develop internal communication tools, templates and platforms to showcase Fosters’ capabilities internally and embed our values.
· Play an instrumental role in the management and deployment/roll-out of internal communication initiatives and campaigns and provide strategic guidance, editorial support and advice on the development of key messages.
· Work with colleagues to manage the firm's approach to sharing news and strategically relevant information via the firm's channels.
· Prepare, edit and publish news items and notices on the firm's internal communications channels, including examples of noteworthy client work, award recognition and successful events.
· Advise business services heads on strategically important communications – including timing, cascade and the articulation of key messages and information.
· Plan and manage the communications approach in relation to important annual events, such as the partner promotions, lateral hires and financial results.

	External Communications  (including digital marketing, website and social media) 
	· Build and maintain relationships with key media outlets and contacts and facilitate the development of relationships for key partners through meetings, interviews and other contact.
· Identify commentary opportunities which enhance the firm's legal expertise and reputation. 
· Prepare media briefing documents and support the efforts of the business development team by providing complementary media relations and communications support.
· Help drive media engagement by creating and promoting content related to newsworthy firm developments.
· Respond to media inquiries and identify opportunities for media commentary and create related preparatory materials.
· Work with the Digital Team to ensure we further raise the profile and usage of the firm’s website and social media to maximise its value and benefit to the firm (including shaping and delivering a content strategy and optimised UX and SEO).
· Drive the content update of the firms’ website and associated branded collateral, working with legal groups and external third parties as needed. 
· Support the day-to-day management of the firm's profiles on LinkedIn and Twitter, including sourcing and preparing updates.
· Some external communications and agency management.

	Brand development 
	· Work with the Director of BD&M to ensure that the brand and employer brand is embedded and developed in a strategic way to achieve increased brand recognition across relevant markets and stakeholders. 
· Ensure that the brand messages are widely understood and incorporated into all marketing and business development programmes, materials and activities. 
· Alongside the Digital team, oversee the development and delivery of new and innovative digital marketing and social media campaigns to support brand and marketing strategy.

	Ad hoc
	· Support Business Development projects and other firmwide initiatives as needed (e.g. the project to develop and launch a new intranet in Spring 2025).
· Perform various business and operational support functions related to Communications and Business Development strategies, policies, procedures and initiatives. 
· Contribute to the preparation and maintenance of Business Development and Communications materials, including brochures, practice area descriptions and other content



	Personal attributes 

	· 5+ years’ experience in communications
· Excellent command of language and ability to produce sophisticated and contextual communications – written and verbal
· Self-motivated, proactive and independent, able to work with minimal supervision but also a strong team player
· Strong client service orientation
· Invests in, nurtures and builds a network of productive relationships at all levels
· Organised, detailed oriented individual with good project management skills
· A keen eye for compelling content and a passion for new marketing channels and keeping abreast of developments in this space.
· Experience within a professional services or regulated environment is desired but not essential.

	Skills 

	· Proficient in use of MS Office (specifically Word, Excel and PowerPoint)
· Good knowledge of media, digital marketing and martech platforms including websites social media platforms and associated analytics.
· Experience in media management, content marketing and campaigns. 
· A structured, process driven approach coupled with project management skills. 
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