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  Job Description 

	DIRECTORATE: 	 
 	  
	Chief Executive 

	DEPARTMENT: 
 
	Communications and Public Affairs / Corporate Communications and Marketing	 

	POST: 	 	 
 
	Communications Officer (Communities)

	GRADE OF POST:  
 
	GR10 

	RESPONSIBLE TO:  
	Corporate Communications and Marketing Manager



 JOB PURPOSE:  

To both internally and externally communicate council services, initiatives and news to a wide range of audiences, supporting the Corporate Communications and Marketing Manager in promoting, protecting and developing the reputation of the Council with a focus on the work of the Communities Directorate ensuring key public facing services including Waste, Recycling and Public Realm are appropriately communicated. 
You will ensure the key messages are coordinated and communicated using appropriate multi-channelled approaches and manage relationships with relevant external communications and creative agencies to support campaigns as appropriate. 

 PRINCIPAL RESPONSIBILITIES AND ACTIVITIES: 

· Leading the development and delivery of effective communications and marketing for the waste, recycling and regeneration services (including for Public Realm) both internally and externally, through all  engagement, marketing, campaigns and communications channels available to the Council in accordance with the Code of Recommended Practice on Local Authority Publicity (Local Government Act 2000) and best practice in the field of marketing and communications.
· Coordinating and managing for the waste, recycling and regeneration services, in liaison with the Council’s corporate communications team, effective external and internal communications, media liaison and marketing.
· Supporting the waste, recycling and regeneration services (including Public Realm) to continually improve the way they communicate with communities, residents, businesses and agencies.
· Developing, implementing and monitoring marketing, communications and engagement plans and strategies. 
· Preparing material for circulation, for publication and for presentation at public engagement events, liaising with internal and external stakeholders to make sure communications are effective.
· Preparing briefings and report findings for CCMT and Council meetings as required.  
· In conjunction with the services, Communications and Public Affairs Team and Cllrs, aligning communications and marketing for waste, recycling and regeneration (including Public Realm) with the Council’s Corporate Plan and Transformation Plan.
· Providing digital expertise and knowledge across the waste, recycling and regeneration services (including Public Realm), and supporting and developing the use by colleagues of digital communications e.g. the internet, podcasts, video and social media channels. 
· Working closely with the services to support effective engagement with residents.
· Acting as brand champion for the Council, making sure the brand is at all times used in the correct way.
· Proactively exploring and identifying news stories for the services, preparing and circulating press and media releases, and increasing the positive coverage given by the media. 
· Producing and distributing the Waste Bulletin and contributing to corporate announcements, Bridgenders and contributing to other council publications and publicity materials as required. 
· Responding to media enquiries with appropriate statements and information and researching/producing media releases on specific issues and to promote, protect and develop the reputation of the council. 
· Identifying opportunities for positive internal and external publicity and providing associated photographic and video support where appropriate.
· Drafting and uploading content on the corporate website (with particular emphasis on the waste and latest news and media centre pages) and staff intranet.
· Attending specific groups and projects boards to advise on publicity and communication issues, and deputising for the Corporate Communications and Marketing Manager where required. 
· Co-ordinate and manage relationships and communications plans with external creative agencies as appropriate.  

 
GENERAL DUTIES 
 
Health and Safety 
To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy. 
 
Equal Opportunities 
To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice. 
 
Safeguarding 
Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Children’s IAA Service within MASH. 
 
Review and Right to Vary 
This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade. 
  	 














  


Person Specification 

Communications Officer (Communities)

The following attributes represent the range of skills, abilities, and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential.
	Attributes
	Requirements
	Essential
	Method of
Evaluation/Testing

	Qualifications, Education & Training
	· Relevant PR / communications / marketing / journalism qualification or able to demonstrate competence through significant, relevant experience.
	Yes
	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Relevant public relations or journalism experience.
	Yes
	Interview, application form and selection process.

	
	· Experience of dealing with the media.
· Experience of writing press releases.
· Significant experience of producing effective audience focussed content (including video) across established and new digital platforms.
	Yes
Yes
Yes
	

	
	· Understanding/appreciation of corporate identity and branding.
· Experience of communicating to different stakeholder groups and partners.
· Experience of website management / development.
· Events management.
· Knowledge of social media and its role for local government.
· Experience of working in a large, multi-service organisation.
· Knowledge of local government / political awareness.
· Experience of providing a communications and marketing support for Waste, Recycling and Regeneration Services.
	Yes

Yes

Yes

Yes
Yes

Yes

Yes
	

	Skills & Personal Qualities
	· Excellent communication skills.
· Ability to write strong promotional copy.
· Appreciation of branding, design, and corporate identity.
	Yes
Yes
	Interview, application form, and selection process.

	Skills & Personal Qualities Continued 
	· Understanding of political sensitivities surrounding local government publicity.
· Ability to form constructive working relationships with colleagues.
	Yes

Yes
	Interview, application form, and selection process.

	
	· Team player.
	Yes
	

	
	· Ability to demonstrate good organisational skills.
· Ability to produce innovative and creative publicity and promotional mechanisms.
· Good IT skills.
· Ability to work flexibly and proactively.
· Creative, enthusiastic, dynamic, innovative, persuasive, and imaginative.
· Ability to think clearly and objectively, and to work under pressure and to tight deadlines.
· Photographic and design skills.
· The ability to communicate through the medium of Welsh.
	

Yes


Yes
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