COMMUNICATIONS AND DEVELOPMENT
MANAGER

Location: Arusha, Tanzania
Reports to: Chief Communications & Development Officer (CCDO)

1. About Honeyguide

Honeyguide is a Tanzanian conservation organization that works to build strong, community-led
conservation enterprises that protect large landscapes, generate real value for communities,
and sustain themselves over time. Our work focuses on strengthening Wildlife Management
Areas (WMASs) as institutions that can deliver both conservation and economic benefits.

Honeyguide believes conservation must make practical and economic sense for communities.
Our approach emphasizes governance, professional management, financial sustainability, and
long-term institutional development.

Honeyguide's 2026 Communications Plan places communications primarily in service of
fundraising growth and donor confidence, while also strengthening national transparency,
credibility and internal alignment. Communications are expected to demonstrate depth of
thinking, evidence of results, learning, operational maturity and the effectiveness of
Honeyguide's model.

2. Position Overview

The Communications Manager is the operational head of the Communications Department,
responsible for leading the people, systems, planning, workflows and processes required for
Honeyguide to deliver effective communications and support fundraising.



The Communications Manager manages and coordinates a multidisciplinary department
comprising communications, creative, media, digital and grant management functions.

The role is responsible for translating Honeyguide's communications and fundraising strategies
into effective operational plans, coordinating the team, ensuring delivery of agreed outputs,
managing performance, maintaining quality standards and continually improving the systems
through which the department works.

The Communications and Development Manager will also provide direct management and
oversight of the Grant Management & Compliance Officer, ensuring that donor engagement
systems, grant opportunity tracking, proposal processes, donor communications and reporting
systems are well coordinated and functioning effectively.

The Manager will support fundraising and donor relations where required, including contributing
to grant research and proposal development and ensuring that appropriate communications
materials are available to support the CEO and CCDO in donor engagement.

The Communications and Development Manager is not expected to be the principal fundraiser
or senior donor relationship manager. The CEO remains responsible for senior donor
relationships, while the CCDO retains strategic responsibility for fundraising,
communications strategy, narrative and high-level donor engagement. The
Communications Manager ensures that the systems, people and processes supporting these
functions operate effectively.

A significant part of the role is to build a stronger, more capable and increasingly autonomous
team, reducing the need for the CCDO to manage communications and fundraising operations
on a day-to-day basis.

The Manager will also coordinate the department's structured experimentation and learning with
Al and digital tools, helping team members identify relevant tools, test them in their own work,
share learning and adopt approaches that improve efficiency and quality.

3. Department Management Structure

The Communications and Development Manager reports directly to the CCDO.
TheCommunications and Development Manager has direct management responsibility for:

Communications & Copywriter

Graphic Design & Website Officer

Film & Media Officer

Grant Management & Compliance Officer



The Manager is responsible for the day-to-day management, coordination and performance of
these roles.

The CCDO provides strategic direction, senior oversight, coaching and support to the
Communications and Development Manager and remains responsible for:

communications and fundraising strategy;
Honeyguide's core narrative;

senior donor relationships;

major fundraising decisions;

strategic donor-facing communications;

major organisational communications decisions.

The Manager and CCDO should maintain a close working relationship, with regular exchange of
ideas, feedback and strategic discussion.

4. Key Responsibilities

4.1 Department Leadership, Team Management and
Capacity Development

Lead and manage the Communications Department so that staff work effectively, understand
their responsibilities and develop the confidence and capability to take on increasing
responsibility.

Responsibilities

Directly manage and support the four members of the Communications Department.
Establish clear roles, responsibilities, priorities and workflows.

Hold regular team planning and coordination meetings.

Hold regular one-to-one meetings with direct reports.

Monitor individual performance against agreed KPIs.

Identify performance gaps early and agree on corrective actions.

Provide coaching, mentoring and constructive feedback.

Support staff to develop greater independence, confidence and professional capability.
Identify opportunities for team members to take on leadership responsibilities.

Develop staff capacity so that members of the team can progressively take responsibility
for managing projects, processes or other staff.

e |dentify individual development needs and support appropriate training and learning.



Encourage collaboration across communications, creative, media, digital and
grant-management functions.

Manage the Grant Management & Compliance Officer's priorities, performance and
workplan.

Ensure the Grant Management & Compliance Officer's work is properly integrated with
communications and fundraising priorities.

Escalate significant performance or strategic issues to the CCDO.

The Manager should actively contribute to succession planning and the development of
future team leaders, rather than simply managing current performance.

4.2 Communications Planning, Coordination and Delivery

Translate Honeyguide's communications strategy and annual plan into a practical and
coordinated programme of work.

Responsibilities

Manage the annual communications workplan and translate it into quarterly and monthly
plans.

Develop and maintain the communications calendar.
Coordinate the four quarterly thematic campaigns.
Coordinate production of:

thematic publications;

newsletters;

website updates;

blogs;

films and reels;

social media content;

presentations;

Annual Report;

o other communications products identified in the communications plan.
Coordinate weekly and monthly donor communications outputs with the Grant
Management & Compliance Officer and relevant team members.

Coordinate inputs from field teams, programme teams, technical staff and other
departments.

Ensure that responsibilities and deadlines are clear for every major communications
activity.

Identify bottlenecks and intervene early where work is delayed.

Ensure that communications work is properly sequenced across writing, research,
design, film, website and publication processes.
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Maintain the department's online project management system and ensure team
members keep their tasks, progress and deadlines up to date.

Ensure that the communications team uses the project-management system consistently
as the principal mechanism for tracking work.

Coordinate communications work required to support fundraising proposals, donor
engagement and donor visibility.

Ensure that planned communications outputs support the objectives of the 2026
Communications Plan.

The Manager should focus on getting the department to deliver, rather than personally
producing most of the outputs.

4.3 Fundraising, Donor Communications and Grant
Management Oversight

Provide operational oversight of the Grant Management & Compliance Officer and ensure that
fundraising-support systems and donor communications are well coordinated.

Responsibilities

Directly manage the Grant Management & Compliance Officer.
Review their workplan and priorities and ensure alignment with fundraising and
communications priorities.
Hold regular one-to-one performance and planning meetings with the Grant
Management & Compliance Officer.
Monitor progress against the Officer's agreed KPlIs.
Ensure that donor engagement, donor visibility, grant opportunity and reporting systems
are maintained.
Ensure donor communications activities are properly planned and coordinated with the
CEO and CCDO.
Support the development of communications materials required for donor engagement.
Support grant research and proposal development when required and when invited to
participate.
Coordinate with relevant programme and technical staff when preparing grant
applications.
Ensure that grant applications receive appropriate communications, evidence, data,
visuals and supporting materials.
Support the development and improvement of processes for:

o identifying funding opportunities;

o assessing opportunities;

o coordinating proposal development;



o tracking proposal progress;
o preparing supporting materials;
o meeting donor communications and reporting requirements.
e Ensure donor communications and visibility commitments are incorporated into
communications planning.
e Ensure the Grant Management & Compliance Officer identifies and communicates
issues requiring CCDO or CEO attention.
e Provide the CCDO with a clear view of the performance, opportunities, risks and
challenges within the grant and donor-support function.

The Manager is not the owner of senior donor relationships. The CEO remains the primary
relationship holder with the top ten donors, supported strategically by the CCDO. The Manager
ensures that the systems and materials required to support those relationships are functioning

effectively.

For grant opportunities that do not require CEO involvement, the Manager may coordinate the
process directly with the Grant Management & Compliance Officer and relevant programme
staff.

4.4 Research, Evidence and Information Quality

Establish and maintain a department-wide culture and process of appropriate research and
evidence gathering.

The Manager is not expected to undertake all research personally. Rather, the Manager ensures
that each member of the team undertakes the research necessary for their own area of
responsibility and that the resulting information is credible, relevant and fit for purpose.

Responsibilities

Establish clear expectations for research and evidence gathering across the department.
Ensure communications outputs are supported by credible information, facts and data.
Coordinate collection of information from field teams, programme teams and technical
staff.

e Ensure appropriate research is undertaken for:

stories;

case studies;

thematic campaigns;

donor materials;

grant applications;

publications;

website content;
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o visual and design materials;

o films and other media.
Review the quality and relevance of research undertaken by team members.
Encourage appropriate use of external research, publications, studies and data.
Ensure research findings are appropriately documented and accessible to the team.
Support the development of thematic knowledge packs, data sheets and case studies.
Identify gaps in available evidence and coordinate efforts to fill those gaps.

Research may include facts and data, written sources, visual references, design research,
media research, field information and other evidence relevant to the task.

4.5 Al, Digital Tools and Process Improvement

Lead and coordinate the department's practical use and experimentation with Al and digital
tools.

The Manager is not expected to be an Al specialist. The role is to facilitate experimentation,
learning, adoption and accountability across the team.

Responsibilities

e Coordinate a structured process through which each team member identifies Al and
digital tools relevant to their role.

e Encourage team members to test tools that can improve:

o research;

content development;

design;

film and media production;

social media analysis;

donor research;

grant research;

communications performance monitoring;

workflow management;

o other relevant activities.

e Coordinate regular peer-learning sessions where team members share tools,
experiences and lessons.

e Ensure team members record what they have tested, what worked, what did not work
and whether they intend to continue using the tool.
Establish practical targets for Al experimentation and application.
Coordinate relevant training, including use of appropriate external learning resources.
Help identify opportunities to improve workflows through digital tools and automation.
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e Ensure responsible use of Al, including appropriate checking and verification of
Al-generated information.

e Develop simple internal guidance for the appropriate use of Al within communications
and fundraising-support activities.

The Manager should create a culture in which Al is treated as a tool for improving
professional work, rather than technology adopted for its own sake.

4.6 Quality Control, Content Standards and Approval

Ensure that communications outputs meet Honeyguide's standards and follow the agreed
communications development process.

Responsibilities

e Establish and maintain clear processes for development, review and approval of
communications materials.
Review communications outputs before publication.
Provide final operational approval for communications outputs within the Manager's
authority.

e Ensure that outputs are accurate, evidence-based, professionally presented and aligned
with Honeyguide's communications standards.
Ensure consistency with Honeyguide's core narrative, tone and visual identity.
Ensure team members follow agreed procedures for research, development, review and
approval.

e |dentify recurring quality problems and address them through coaching, process
improvement or training.

e Ensure donor-facing materials receive the appropriate level of review.

Approval Structure
The Manager has final operational approval for routine communications outputs, including:

e routine social media;
e newsletters;

e routine website updates;

e routine publications and communications materials.

The CCDO retains strategic approval/review of:

e Honeyguide's core narrative;
e major donor-facing long-form content;



major fundraising communications;

Annual Report;

major strategic publications;

communications with significant strategic or reputational implications.

For major campaign materials, the Manager provides final operational sign-off while ensuring
that the CCDO has the opportunity to provide strategic feedback.

No field team or other department should publish official Honeyguide communications
independently of this process.

4.7 Monitoring, Learning and Continuous Improvement

Use information about departmental performance to identify weaknesses, improve systems and
strengthen the effectiveness of communications and fundraising support.

Responsibilities

e Establish simple systems for monitoring communications performance.
e Review communications performance regularly.
e Monitor indicators including:
delivery against communications plans;
donor engagement;
use of communications materials in fundraising;
website performance;
social media performance;
newsletter performance;
campaign delivery;
o team KPI performance.
Identify recurring delays, bottlenecks and weaknesses.
Recommend and implement improvements.
Conduct quarterly reviews of communications performance and learning.
Use lessons from campaigns and team performance to improve subsequent work.
Ensure that the department's systems and processes evolve as the team learns.
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The Manager should continually ask:

What is working? What is not working? Why? What should we change?




4.8 Communications Systems and Process Development

The Manager will progressively develop the systems that allow the department to function
effectively without relying on the CCDO for daily management.

Responsibilities

Maintain and improve the communications workflow.

Develop and maintain a living Communications SOP/Playbook.

Establish clear decision-making and approval rules.

Maintain the communications calendar and delivery tracker.

Maintain the department's project management system.

Establish consistent approaches to planning, briefing, production, review and approval.
Identify gaps in the department's systems and develop practical solutions.

Periodically assess the strengths and weaknesses of the Communications Department's
operating model.

e Develop recommendations for further improvement.

The SOP/Playbook should be treated as a dynamic working document, updated as the
department learns and develops better ways of working.

13. Qualifications and Experience

Education

Bachelor's degree or Master's degree in Communications, Journalism, Public Relations,
Marketing, Development Studies, as well as Wildlife Management, Conservation, Knowledge
Management or another relevant field.

A candidate from a conservation, development or technical background will ONLY be
considered where they have demonstrated strong communications, management and research
capabilities.

Professional Experience



Minimum 5-7 years' professional experience in communications, knowledge
management, fundraising support, policy, development or a related field.

At least 2—-3 years' experience managing or coordinating teams.

Demonstrated experience managing multiple projects and competing deadlines.
Experience in non-profit, conservation, development, research or similar environments is
desirable.

Experience working with donor communications, grants or fundraising processes is
desirable.

Demonstrated interest in or practical experience with Al and digital tools.

14. Core Skills and Competencies

Leadership and People Management

Strong ability to lead multidisciplinary teams.

Ability to manage performance constructively.

Strong coaching and mentoring skills.

Ability to develop staff capability and future leaders.

Ability to create accountability without undermining collaboration.

Planning and Project Management

Strong organisational and project-management skills.

Ability to translate strategy into practical workplans.

Ability to manage deadlines, dependencies and competing priorities.
Experience using project-management tools.

Strategic Thinking

Ability to understand how communications supports fundraising and organisational
credibility.

Ability to distinguish strategic issues from operational issues.

Ability to make sound decisions and escalate appropriately.

Research and Information Synthesis

Strong research and information-gathering skills.



Ability to assess the credibility and relevance of information.

Ability to synthesise data, research and field information into useful communications
inputs.

Understanding of research for written, visual, digital and media outputs.

Fundraising and Donor Support

Understanding of donor communications and fundraising processes.
Ability to coordinate grant research and proposal development.
Ability to work with donor information and requirements.

Ability to ensure communications supports donor engagement.

Al and Digital Tools

Demonstrated curiosity about Al and emerging digital tools.
Ability to learn and test new technologies.

Ability to facilitate team experimentation and learning.
Understanding of responsible use of Al.

The candidate does not need to be an Al specialist.

Communications
e Strong understanding of communications principles.
e Good writing and editing skills in English.
e Ability to review and improve communications materials.
e Strong understanding of digital and visual communications.

Writing is important, but the primary requirement is the ability to lead the people and
systems that produce high-quality communications, rather than being the department's
principal writer.

Languages

Excellent English.
Excellent Kiswahili.



15. Personal Attributes

The successful candidate should be:

A confident and constructive team leader.

Highly organised and dependable.

Curious and willing to learn.

Comfortable managing multiple priorities.

Able to hold colleagues accountable respectfully.

A good listener and collaborator.

Comfortable giving and receiving feedback.

Proactive in identifying problems and finding solutions.

Interested in technology and new ways of working.

Able to balance creativity with structure and discipline.

Interested in conservation, governance and community-led development.
Comfortable working independently while maintaining close communication with senior
management.

16. What Success Looks Like

Within the first year, the Communications Manager should have established a department
where:

1. The team is organised and accountable

o Staff understand their responsibilities.

o KPIs are actively managed.

o Performance issues are identified early.

o Team members are developing greater confidence and leadership capacity.
2. Communications are planned and delivered

o Quarterly campaigns are planned and coordinated.

o Major outputs are delivered on time.

o Delays are identified and addressed before they become major problems.
3. Fundraising and communications are better connected

o Donor communications are planned rather than reactive.

o Grant opportunities are properly tracked.

o Proposal development is coordinated effectively.

o The Grant Management & Compliance Officer is well managed and supported.
4. The department uses better systems

o The project management system is consistently used.

o Workflows and approval processes are clear.



o

The Communications SOP/Playbook is actively maintained.

5. Al and digital tools are being used intelligently

o
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Team members are experimenting with tools relevant to their work.
Learning is shared.

Useful tools are adopted.

Ineffective tools are dropped.

6. The CCDO is less involved in day-to-day management

o

The Manager handles operational decisions independently.
The CCDO focuses increasingly on strategy, fundraising leadership, narrative
and senior relationships.

How to Apply

To apply for the Communications & Development Manager position, please submit:

1. A covering letter explaining:

o

o

O

why you want to work with Honeyguide;

why you believe you are well suited to this position;

your relevant experience in strategic communications, leading teams and
managing people;

your experience in developing systems, coordinating work and managing multiple
priorities; and

your experience or interest in using Al and digital tools to improve
communications and organisational effectiveness.

2. Your CV, highlighting your relevant professional experience, qualifications and skills.

Please send your application by email to job@honeyguide.org.

Subject line: Application — Communications & Development Manager

Please do not send certificates, academic transcripts, references or any other
attachments at this stage. Only the covering letter and CV should be attached.

Applications must be received no later than 20 September 2026.

PLEASE follow all these instructions above; any deviation can result in your application being

rejected.

Only shortlisted candidates will be contacted.
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