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GOVERNANCE AND CORPORATE AFFAIRS
JOB DESCRIPTION

POST TITLE:


Communications Officer

GRADE:



Band 6

MANAGER RESPONSIBLE TO:
Senior Communications Engagement Officer
Overall Objectives of the Post:

To support the Senior Communications Engagement Officer including: 

· Advising service areas on engagement activity campaigns and supporting engagement campaigns through creating content and delivering content through corporate communications channels;
· Briefing Lead Members on corporate communication and marketing activity;
· Leading on forward plan for elected members;
· Contributing to a forward plan for senior team;
· Contributing to corporate publications. 

You will build and maintain excellent relationships internally and externally including across senior team, elected members, media, partners and stakeholders.   

Key Contacts:

Chief Executive and Corporate Directors, Leader and elected members, staff, media, other local authority communications teams, and communications teams at South Tyneside Council partners.
Key Tasks of the Post:

1. You will be responsible for managing communications activity.  You will:
· Ensure Lead Members have a forward plan of activity and, along with other members of the Communications and Marketing Team, attend Lead Member briefings where appropriate.
· Advise services on engagement campaigns, helping them access the engagement toolkit, develop consistency of messaging and briefing in campaign materials.
· Build strong working relationships with communications teams in partner organisations and other local authorities to identify opportunities for joined up working, including participation in organised communications groups across LAs and local public sector bodies.
2. You will provide flexible, additional support across the organisation as required.  You may be required to:

· Attend Council related events, such as Council, Scrutiny, Cabinet and where appropriate Community Area Forum business meetings and public consultations, which may take place outside of normal office hours. 

· Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.  

· Be part of an out of hours rota.
All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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