
JOB SPECIFICATION

JOB DESCRIPTION

JOB TITLE:
Corporate Communications Officer
DIRECTORATE:
Corporate
UNIT:
Corporate Communications
GRADE:
8
RESPONSIBLE TO:
Corporate Communications Manager
RESPONSIBLE FOR:
No-one
MAIN PURPOSE OF JOB:

To contribute to the provision of an innovative, engaging and efficient corporate communications service with the aims of increasing public awareness of, and engagement with, the authority and its services.   

MAIN DUTIES:

1. Initiate, plan and manage innovative communications campaigns for the council, including identifying issues that will promote the council and its services in a positive light. Includes the organisation of photo calls, building digital campaigns (including video and infographics, press briefings and launches where relevant.  The campaigns will strike a balance between digital and non-digital content.  

2. To develop eye-catching digital content and produce short video clips for posting on our social media feeds.  To research and write copy for corporate publications such as Hertsmere News, promotional leaflets, advertisements and posters. To take an editorial role under the supervision of the Corporate Communications Manager.  

3. All aspects of proactive and reactive media relations – including maintaining good working relationships with any relevant media in order to maximise coverage; to handle media enquiries and provide swift and accurate responses; to write and issue press releases.
4. To provide advice, training and support to our service areas on communication issues and media handling.

5. To monitor media coverage, including social media activity, and provide regular analysis and reports of communications activity via our online platform..  
6. To write copy for internal communication channels such as the intranet and our weekly staff e-alerts. 

7. To monitor, update and respond where appropriate to social media activity on corporate accounts  To be alert to developments and innovations in social media, ensuring Hertsmere can seize early opportunities to engage more effectively with our customers
8. To follow established procedures for the production of all publications, including proof reading and liaison with designers, printers and distribution companies.

9. To update the website with news content and, alongside our Digital Transformation Team, contribute to ensuring that information published on the web is to an agreed standard, up-to-date and relevant.  To help maintain and update the council’s website home page.   
10. To take good quality photographs for use in internal and external communications material.

11. Duties occasionally include some out of hours work to cover weekend events, elections or emergencies. 
12. To represent Hertsmere on relevant working groups/public relations networks as and when required.
NOTES
This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION
	Criteria
	Essential / Desirable
	Method of Assessment

A – Application

I – Interview

T – Test

D –Documentary Evidence

	Qualifications & Training
	5 GCSEs (or equivalent) including Maths and English.  A minimum of two A’level passes
Professional qualification, such as Chartered Institute for Public Relations (CIPR), National Council for the Training of Journalists (NCTJ) or relevant equivalent 
	E

D
	A and D 
A and D 

	Experience


	Event Management Experience

Experience of using IT packages

Experience within a communications environment, such as a media/PR Office, or within an editorial department
	D

E

E
	A 
A, I and T 

A, I 

	Knowledge


	Knowledge of local government or public sector organisations

An awareness of political and democratic context in which the council operates

An awareness of the importance of handling confidential information discreetly and appropriately.  
	D

E

E
	A, I 
A, I 

I

	Skills & Abilities
	Communication

Confidence in own communications experience and knowledge and the ability to assert this when working at a senior level

Excellent writing skills enabling you to write independently for corporate publications and other channels
Able to advise, train and support all departments on communication issues and media handling

Strong interpersonal and negotiating skills, including the ability to liaise with relevant contacts

Presentation Skills – excellent verbal and written communications skills required to devise and deliver presentations to relevant contacts

Team Working

Able to build effective, supportive working relationships within a team environment

Quality of Work

Produces written work of a high quality

Demonstrates the attention to detail required to proof read

IT/Technical Skills

Able to use Microsoft Office to a good standard and grasp the use of specialized computer packages

Experience of producing short video clips and digital content such as infographics
Research & Analytical Skills

Able to research and write for corporate publications and press releases, monitor media coverage and provide regular analysis and reports on communications activity

Organisational Skills

Ability to prioritise workload, to work, often under pressure, to deadlines

To work pro-actively, using own initiative and to cope unsupervised in meetings, including press briefings
	E

E

D

E

E

E

E

E

E

E 
E

E

E
	A, I 
A, I, T 

A, I

A, I 

A, I, T 

A, I 

A, I, T 

A, T 

T

A, I 

A, I 

I 

I 

	Other Requirements
	Driving Licence and access to a car for work purposes

To participate in an on-call rota for out-of-hours media liaison

Presents a neat and tidy appearance
	E

E

E
	A, D
I 

I 


COMPLEXITY AND CREATIVITY
Job holder needs to be pro-active in identifying areas of media and public interest and have an eye for an opportunity, in addition to predicting possible negative news stories and work to counteract them. 

Ability to source and assimilate information from a variety of sources and communicate complex issues in a logical and presentable manner to internal and external audiences. Job holder must have the ability and flexibility to deal with different projects concurrently, often under the pressure of meeting tight deadlines.  Ability to communicate effectively with internal and external personnel at all levels is essential.

They will need to adopt a sensitive approach and quickly assess the required response when handling issues raised by councillors, members of the public and the media.

JUDGEMENT AND DECISIONS
Able to handle enquiries on own initiative, exercising tact and diplomacy, in difficult situations, and being aware of council policies and local authority protocol.

Prioritising and scheduling own work load against the background of a variety of deadlines, unforeseen media interest and demands from officers, many of a higher status than job holder.  Able to think laterally e.g. sourcing information, effective ways of linking and presenting information.

CONTACTS (INTERNAL 60% EXTERNAL 40%)
Internal:

Councillors

All staff, on and off site

External:
Media, partnership agencies such as county council, parish and town councils, local authorities, businesses, emergency services, the general public and outside organisations within the borough.  
SPECIAL FEATURES

Some working hours outside usual office hours may be required and are integral to the nature of the duties. 
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