
  

Section 1: Job Description   

  

Job Title: External Affairs and 
Engagement Officer  

Post No:   1  

Band: C  Job family:  Professional and Services  

Directorate: MCE  Section/Dept: Communications  

No. of Direct Reports: None  No. of Indirect Reports: 0 

Reports to (Position): External Affairs and Engagement Manager  

 

Job Purpose:   

The External Affairs and Engagement Officer is a dynamic role focused on supporting and enabling 
the delivery of a range of stakeholder engagement activities that contribute to RBG Kew’s mission 
and strategic priorities as outlined in Our Manifesto for Change strategy. The role plays a key part in 
coordinating engagement with a wide range of external non-governmental stakeholders, identifying 
new contacts, building and maintaining relationships and delivering engaging activities to a high 
standard.  They are also key to ensuring that we have accurate information, systems and processes 
underpinning all our interactions with stakeholders. 

 

Job Context:   

The Royal Botanic Gardens, Kew (RBG Kew) is a leading plant science institute, UNESCO World 
Heritage Site, a major visitor attraction and a charity. Our mission is to understand and protect plants 
and fungi for the well-being of people and the future of all life on Earth. 

We are working to end the unprecedented extinction crisis and to help create a world where nature is 
protected, valued by all and managed sustainably. We will achieve these goals by drawing on our 
leading scientific research, unrivalled collections of plants and fungi, global network of partners, 
inspirational gardens at Kew and Wakehurst, and our 260 years of history. 

The role sits in the External Affairs & Engagement team, which is part of the Communications 
function at RBG Kew. The role works closely with colleagues across Communications - PR, Internal 
Communications and Interpretation functions - and the wider organisation to coordinate activity and 
deliver high-quality external engagement to support fundraising as well as wider partnerships.  

This team is part of the wider RBG Kew Directorate for Marketing and Commercial Enterprise, a 
directorate which has overall responsibility for generating income for Kew as well as profiling and 
promoting the organisation across a range of platforms and to a wide range of audiences.    

The post holder supports both planned and reactive engagement activity, and works closely with 
colleagues to coordinate visits and events, draft briefings and support engagement with Kew’s 
Ambassadors and Kew International Medal recipients. 

  



  

Accountabilities:   

1.   Reactive enquiries and coordination  
Track coordinate and document all reactive internal and external requests 
and enquiries to the team. This includes assessing priority and sensitivity, 
coordinating responses and escalating matters as appropriate. Requests 
may include, but are not limited to, requests for information and the 
coordination of visits to the Gardens.  This includes liaison with teams 
including; Creative Studio, Digital, Development, Science, Horticulture, 
Learning and Participation, Government Affairs to produce and publish 
content, as well as agree plans.  

15%  

2.  Research, briefings and engagement preparation                    
Research and prepare materials to support external engagement activity, 
including drafting stakeholder briefings, compiling biographies and 
profiles, compiling visit itineraries, background notes and meeting packs. 
Support the planning and coordination of strategic External Affairs and 
wider Kew events, external visits, events and meetings, ensuring internal 
colleagues are appropriately briefed and that engagements are well 
prepared and delivered to a high standard. 

        25% 

 

3.   Ambassador Programme support  
Support the coordination and delivery of the RBG Kew Ambassador 
Programme. This includes planning and attending meetings, 
communicating news from RBG Kew, passing on requests and tracking 
engagement and outcomes. Maintaining accurate records of 
engagement, tracking engagement activity and outcomes. Drafting 
regular updates for Ambassadors, working with colleagues to source 
content and ensure timely distribution. 

20%  

3.   Administrative, research and coordination support  
Undertake administrative, research and coordination tasks that enable 
effective delivery for the External Affairs activity and strategic events. 
This includes identifying opportunities, making bookings, managing 
diaries, processing expenses and invoices, and supporting events and 
visit logistics.  Contribute to post-event activity including wash-up 
documents, to support monitoring and evaluation. 

 

15%  

4,  Stakeholder research, database and CRM management 
Research and maintain stakeholder contacts and records to support 
External Affairs-led and wider Kew engagement activity, including the 
development of guest lists for events, visits and other engagement 
opportunities. Manage the day-to-day use of CRM systems, ensuring 
stakeholder data is accurate, consistent and usable, and supports 
effective engagement, reporting and insight by keeping records up to 
date and fit for purpose. 

25%  

  

 

 

 

  



Management of Resources  

Financial Responsibilities: All staff are responsible for the management of their own time 
and resources. 

1.  Support delivery of external affairs activities within delegated budgets 

2.  Ensure the team is up-to-date on accounting responsibilities – expenses, purchase orders, 
receipting, etc.  

 

Management of People   

1.  N.A.  

2.    

  

  

  

Position within the Team –  

  

  



Section 2: Person Specification   

  

Education and Experience   

Essential   

Educated to GCSE O level standard or equivalent experience  

Experience working in a busy team to support and deliver projects within a high-profile or large, complex 
organisation 

Skilled and experienced at speaking to and corresponding with high-profile people such as sector 
leaders, celebrities, ambassadors, heads of state - familiar with relevant protocols   
Experience working with databases and CRM systems, including researching, maintaining and updating 

contact records and handling personal and professional data in line with GDPR and data protection 

requirements. 

Experience providing effective administrative and coordination support within a busy team  

Ability to work collaboratively with colleagues across teams and disciplines to deliver shared objectives 

Desirable  

Understanding of science and/or horticulture within the context of a large organisation   

Experience working with international stakeholders and an awareness of cultural sensitivities. 

Knowledge of wider communications, marketing and digital functions and how to work with them to 
achieve goals 

 

 

 

 

 

 

 

 

 

 

 

  

Job Specific Competencies – skills and abilities specific to the job  

Essential        

Ability to demonstrate an interest in, and appreciation of, the activities, purpose and ethos of Royal 
Botanic Gardens, Kew 

Exceptional interpersonal skills and strong relationship building ability  

Good time management skills with the ability to work under pressure and prioritise against objectives 
appropriately   

Detail oriented with good organisational skills and ability to multi-task  

Proactive approach to work, an adaptable and can-do attitude  

IT competence with a detailed working knowledge of Word, Excel, and other Microsoft products 



Experience managing CRM and data bases of contacts handling sensitive data 

Desirable  

Knowledge and qualifications in Health and Safety  

Ability to work as part of a team as well as autonomously    

Ability to learn new procedures, create processes, and seek to exploit new technologies  

Knowledge of finance, budgeting and events management  
 

  

 


