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Head of External Affairs  

Reports to: Chief Executive Officer 

No. of reports: 1 

Location: (subject to Government guidance) London, Westminster, with opportunity for 
remote/flexible working also 

Salary: c. £51,000  

Benefits:  

 25 days annual leave, and holiday allocation that grows over the length of employment 
 An interest free “new starter” loan of up to £1000 to help you prepare for taking on your 

new role – be it to support travel arrangements in the form of a season ticket, or to help 
you get your home office set up in advance 

 Cycle to Work Scheme 
 Option to access private health insurance as a benefit in kind 
 Pension contributions will be matched up to 8% 

Main scope of the role 

This role supports the ADE’s vision of bringing the UK energy sector together to work on 
the priorities to achieve net zero. The Head of External Relations supports the ADE to 

retain and grow our membership due to our influence on net zero policies at a national, 
devolved and regional/local level and is responsible for growing our relationships and 

networks of influence. The role supports the ADE to have an impact on policy decisions by 
influencing the public narrative through press engagement and effective issues-based 

campaigning as well as engaging with our members to provide evidenced-based insights 
and policy proposals to decision makers. 

The Head of External Affairs will deliver proactive and reactive communications, to ensure 
that the ADE is influencing decision makers and the wider industry, in a way which helps 
address members’ needs.  

The role involves two key functions: 

1. Leading the organisation’s external communications activities. This includes 
working with the other teams within the organisation to ensure consistent external 
messaging and effective representation by all staff; and,  

2. Driving its political engagement. 

As a leadership role, the postholder will also be expected to input into wider ADE strategy & 
planning. 

Responsibilities 

Strategy and planning 
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• Leading on the delivery and regular updates to the external affairs strategy for the 
Association. 

• Leading on the implementation and measuring the success of a comprehensive marketing, 
communications and public affairs programme (anchored in both online and in-person 
events) that will enhance the Association’s image and position within the energy sector and 
with key stakeholders. 

• Maintaining a comprehensive understanding of the Association’s vision, goals, objectives 
and policies; and of members’ and external stakeholders’ perspectives and requirements. 

• Managing and forecasting accurately the external affairs budget and any use of external 
agencies for external affairs activities. 

• Support broader strategic work of the organisation to ensure progress towards our future 
vision. 

Communications 

• Ensuring the expansion of the ADE’s reach by growing and maintaining a network of 
contacts in key mainstream and trade media. 

• Driving the delivery (with the support of the ADE’s Press and Communications Officer) of 
the organisation’s media relations work, including: preparation and issuing of press releases; 
drafting copy for external articles; proactive outreach to media contacts; and identifying and 
working with appropriate staff to respond to media interest in the Association’s work. 

• Leading on the delivery of the Association’s external affairs campaigns, based on the 
Association’s strategic vision and on key current and forthcoming policy, political and 
industry action and events. 

• Managing the Association’s communications with members, including weekly electronic 
mail-outs, informational updates and an annual ‘achievements’ summary. 

• Ensuring that all staff understand and are able to communicate the Association’s key 
messages and are utilising the ADE’s communications style conventions. 

Political engagement 

• Managing the work of the ADE’s Public Affairs consultants and working with them to 
develop and implement actions to increase the Association’s political engagement. 

• Working with the business development team and the Communications and Press Officer 
to ensure political engagement with the Association’s key events programme. 

Brand development and on-line presence 

• Ensuring that the Association’s brand is seen as respected, relevant and representative of 
its members and the wider industry. 
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• Ensuring that all communications materials are produced in adherence with the 
Association’s brand values. 

• Overseeing the maintenance and development of the Association’s website and social 
media presence, with the support of the Communications and Press Officer. 

• Managing a communications image library, and ensuring the ADE complies with relevant 
copyright and trademarking regulations.  

Proactive working with other teams across the organisation 

• Working with all teams to identify communications and engagement opportunities and 
make best use of these. Ensuring teams are on message by working collaboratively to agree 
Lines to Take and key messages across all relevant topics. 

• Leading on the design and publication of reports based on the work of the research and 
policy teams. 

• Managing the senior management team’s external speaking commitments, including 
securing opportunities to showcase talent across all teams in the organisation. 

• Providing significant communications support for the business development team in the 
creation of marketing materials and the organisation of events, including for the  
Association’s four annual key events: the Winter Parliamentary reception; the Heat and 
Decentralised Energy conference in the spring; the President’s Parliamentary lunch and  
Awards evening.  

Team management 

• Line management of the ADE’s Communications and Press Officer, and managing the 
ADE’s relationship with Communications/PR consultants. 

• Management of team budget including training and staff development, agencies and 
subcontractors. 

• As part of the Senior Management Team of the ADE, reporting regularly on the team’s 
progress towards agreed KPIs and success metrics. 

 


