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	For HRU use only
	3006

	Directorate
	Corporate Strategy


	Section/Location
	Marketing and Communications


	Post Title
	Media and Communications Advisor



	Permanent/Temp
	Permanent


	Grade
	9


	Responsible to
	Communications and Marketing Manager


	Responsible for
	None


	Job Purpose

	· To support the delivery of the council’s communications strategy. 

· To provide strategic communications advice to protect and grow the reputation of North Tyneside Council. 


	Job Content


	· To support the Communications and Marketing Manager in the development and delivery of a communications strategy linked to the core priorities of the council. 
· To develop, manage and deliver communications strategies and plans for key projects and/or service areas. 

· To work closely with other council services to identify communications opportunities and risks that might affect the reputation of the council. 

· To protect the council’s reputation through an integrated internal and external communications approach that meets the requirements of the Local Government Act Local Government Publicity Code.
· To provide, alongside the rest of the communications team, on-call and emergency response communications support when required. 
· To research, plan and produce articles and other written materials as required for internal and external communications purposes. This will include corporate publications, the residents’ magazine and other published materials.
· To provide support, advice and training to members and officers as required on internal and external communications issues.
· To work with the relevant partners and service areas to develop and maintain the council’s electronic and digital communications approach.
· To work with graphic designers and service areas to ensure that published information meets the highest communications standards and complies with the council’s corporate brand and identity guidelines.
· To work with the Communications and Marketing Manager to ensure that all projects are delivered within the council’s value for money and equalities guidelines.


	Personal and Professional Standards 

	· Establish and maintain effective working relationships with the Chief Executive, Senior Leadership Team, the Mayor and Elected Members as well as colleagues across the council, partners and residents.
· Display high standards of personal and professional integrity at all times.
· Be customer focused and be accountable for the delivery of personal outputs, meeting deadlines, resolving issues and referring matters on where necessary.
· Ensure the council meets its legal requirements in respect of equality and diversity issues and the Local Government Act Publicity Code.
· Be open to change, committed to exploring and implementing new ways of working and flexible in meeting the needs of the team.



	Working Conditions

	The postholder may be required to work with the Mayor, Elected Members and officers in a variety of locations.  This may include attending internal and external meetings within and outside the borough.  
The postholder is likely to be required to work outside normal office hours.  The postholder will be expected to claim time off in lieu for additional hours worked in this way but to manage their hours to keep this to a minimum. 

This post is politically restricted.





PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· A good understanding of the legal, financial and political workings of local government and the current issues facing North Tyneside Council especially in relation to media, engagement, marketing issues and equality.

· Project management skills.

· Excellent written, oral and presentation skills with the ability to persuade and influence, and form sustainable relationships with internal colleagues and external partners where appropriate.

· Ability to develop practical and creative solutions to the management of media issues and customer relationships.

· Able to think strategically, and analyse complex information to provide reports/briefings in clear and simple language.

· Able to manage and monitor performance effectively and set clear objectives.

· Able to work in a pressured environment and manage competing priorities.

· IT literate – knowledge of Microsoft Office, content management systems and social media platforms. 
	· Good financial acumen, resource allocation and budgetary control.

· A good understanding of communication best practice and practical approaches within a local authority.

· Demonstrate understanding of partnership working.

· Experience of facilitation and negotiation.

· Understanding of diverse communities and how to adapt style and technique to gain maximum benefit.
	

	Qualifications and Training
	· Degree qualification or equivalent in relevant subject or minimum 5 years relevant experience which demonstrates ability to deal with complex communications issues, including media management. 
	
	

	Experience
	· At least five years’ experience in a communications environment. 

· Experienced in managing press and media relations and crisis management.

· Provision of clear balanced media advice and guidance at both a strategic and operational level that achieves the corporate service objectives of the organisation.

· Able to demonstrate an understanding of the management of communications processes in a large complex organisation.
	· Demonstrable experience in managing programmes to consult and engage internally and externally

· Demonstrable experience of working in a local authority or public sector organisation. 


	

	Special Requirements
	· Committed to high quality, cost effective public services and local democracy.

· Enthusiastic proactive and positive approach to team working.

· Creative self starter.

· Personal credibility with a high level of integrity.

· Ability to work flexibly and outside normal office hours.
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