
 
 

Invitation to Tender for Communications Services 

 

Deadline for Submissions: February 7 2023 

Interviews: Week of February 13 

 

About the Royal African Society  

 

The Society is a membership charity that works to amplify African voices and interests in academia, 

business, politics, the arts and education, fostering more informed and equitable relations between 

Africa and the UK. Through our events, publications and digital channels we share insight and instigate 

debate, reaching a network of over a million people globally.  

 

We organise and manage the Film Africa and Africa Writes festivals, London’s biggest biennial 

celebrations of African film and literature. We provide the secretariat for the All-Party Parliamentary 

Group for Africa, run the current affairs website African Arguments and the academic journal African 

Affairs, and have a joint membership  arrangement with the African Studies Association of the UK.  We 

also have education and corporate affairs programmes, as well as regular high profile events, including 

conferences and lectures, focused on Africa. 

 

Please see our Annual Report 2021 for more information on our reach and impact.  

 

 

Who & What We Are Looking For  

 

The Society currently employs a full-time Digital Communications manager (in London), and a team 

that manages our websites (based in Johannesburg).  We are now looking to contract additional 

support from a professional communications agency or individual who will enable us to enhance our 

public impact through their connections, experience and ability to provide flexible support when 

https://africanarguments.org/
https://academic.oup.com/afraf
https://academic.oup.com/afraf
https://royalafricansociety.org/wp-content/uploads/2022/06/RAS-Annual-Report_2022_digital_singles.pdf


required.  We are looking for a dynamic, enthusiastic and creative organisation or individual, committed 

to the Society’s goals of enhancing Africa’s voice in the world and able to help us raise our profile, 

celebrate our achievements and better tell the story of our journey in a way that engages our wide and 

eclectic community.  

 

The profile below spells out the full list of potential requirements, but we are looking for an organisation 

or individual that can work flexibly with our existing Communications and Website Managers to 

enhance our public profile through collaborative working and focused interventions.    

 

 

Main Tasks & Responsibilities 

 

 COMMUNICATIONS & PR  

● Work with the Communications Manager and Director to define the Society’s communications 

strategy, and then help oversee media activity for our key events and festivals, including Africa Writes 

and Film Africa, with input from the wider team, to maximise the Royal African Society’s public impact.  

● Support the Comms Manager to manage external communications across the Society - implementing 

a centralised internal process for input and approval, checking articles, and drafting pitches to 

journalists  

● Help expand the Society’s media network, building relationships with key contacts,  creating media 

lists and logging coverage  

● Coordinate press requests and press accreditation for major events 

● Help formulate event, festival and project communications plans  

 

MARKETING AND DIGITAL  

● Help manage the digital and content creation and marketing, including all newsletters, social media 

posts and advertising  

● Manage the marketing and digital advertising budget in consultation with the relevant programme 

leads and Deputy Director.  

● Finish setting up the Google Ad Grants and take the lead in its implementation.  

● Supporting the management of print and digital asset production, liaising with external creative 

suppliers and printers  

 

DATA & CRM  

● Responsibility for the collection and management of audience data through all our channels, 

including mailing list sign-ups and event registrations to help measure the Society’s impact  

● Assist in the creation of a new GDPR-compliant data management policy  

 

CONTENT AND WEB MANAGEMENT  



● Work with website manager to ensure content regularly updated on our websites, especially news 

and events 

● Design and implement engaging content, content strategy and annual schedule/timeline for all RAS 

platforms (website, social media channels and e-newsletters) that has clear KPIs and deliverables 

  

 PARTNERSHIPS & FUNDRAISING  

● Work with the Comms and Partnerships & Fundraising managers to Identify, secure and manage 

successful marketing and digital media partnerships  

● Support wider fundraising and revenue generating efforts across the Society through strategic 

communications that demonstrate our relevance and impact.  

 

STAFF & AGENCY MANAGEMENT  

● Assist the Deputy Director to manage relationships with external agencies supporting the delivery of 

marketing and communications activities.  

● Join Team Meetings in person or on Zoom every Wednesday at 10am 

 

 

Role Specification  

 

Below are the requirements we will use to assess applicants throughout the selection process. 

 

 Experience  

1. At least 5 years’ experience in the field of PR, Marketing or Communication  

2. Experience of content management systems, particularly Wordpress.  

3. Experience using email marketing platforms (Mailchimp or similar).  

4. Experience of design programmes (Photoshop, InDesign).  

5. Experience of Salesforce or similar Customer Relationship Management (CRM) system.  

6. Experience managing budgets and finances.  

7. Previous experience of managing junior staff members/volunteers  

 

Skills & Attributes  

8. Excellent communication, relationship-building and interpersonal skills.  

9. Excellent organisational skills, with ability to successfully multitask and meet deadlines.  

11. Ability to adapt quickly and respond to changing circumstances and deadlines.  

12. Responsible independence: ability to use own initiative whilst knowing when to seek advice.  

 

Education, Knowledge & Competencies  

13. Degree in communications, marketing, journalism, media studies or similar.  

14. Knowledge of and interest in contemporary African affairs, arts and culture.  

15. Commitment to the vision, mission and values of the Royal African Society. 



 

 

The Society has set aside additional funds for this work, but the number of hours per week will depend 

on the skills/capabilities of the individual/organisation.  Staff members normally work a 37.5 hour week, 

but hours can be flexible depending on the demands of events and activities.  Our offices are based in 

SOAS University of London, just off Russell Square in central London, and most staff work there one or 

two days a week.  As most of our events as well as the offices are in London, we are ideally looking for a  

London-based person or entity, able to attend events and help manage the media and communications 

side on the spot.  

 

If you have any other questions before applying, please feel free to contact us at the email addresses 

below.  

 

How to Apply: Please send your proposal to  ras_communications@soas.ac.uk and dh35@soas.ac.uk 

by February 7, 2022.  

mailto:dh35@soas.ac.uk

