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Job Description


	Job title

	Internal Communications Officer

	Grade

	6

	Service/Team

	Corporate Affairs

	Main purpose of job 

	To support the Senior Internal Communications Officer - Corporate Affairs in the management and delivery of the service area.

	Key responsibilities 

	To plan and deliver internal campaigns that reach and engage the council’s many employees.
To embed the vision set out in the City Plan, helping colleagues to understand their role in it and feel ownership of its main objectives. You will work with leaders to refine and embed values for the council, producing relevant content and materials and ensuring the values are at the forefront of all campaigns
To contribute and work towards the common goal of creating a positive working culture


	Key tasks 


	Supported by the wider team, to plan and deliver an annual programme of internal communications events, raising the profile of leaders across the organisation and ensuring all employees engage
Take a creative approach to develop new channels and mechanisms which enable two-way communications via digital and traditional methods
Exploring and horizon scanning new technical solutions to compliment internal communication strategies
Working with key stakeholders to continue developing the organisation’s values and behaviours, whilst ensuring the messaging remains at the forefront
Have a good understanding of the benefits of strong internal communication in large and complex organisations
To be able to effectively identify internal target audiences and apply the right method of communications
To be able to measure all campaigns, using a combination of quantitative and qualitive tools, to report on outcomes and improvements, to drive the strategic direction of internal communications
To be able to build and maintain strong working relationships internally and externally
Be a self-starter capable of driving this important work forward with strong attention to detail and the ability to meet deadlines and work across different projects at any one time
Plan and deliver the organisation’s internal communications activity to help to embed the City Plan across the organisation and create ownership of its aims with employees
Develop a forward plan of engagement which increases visibility of leaders with the wider workforce
To be able to engage all levels of employees across the council
Develop and oversee the creation of content and materials in line with the relevant council brands or campaigns.
Work with the Senior Internal Communications Officer and Senior Managers in ensuring information regarding key council projects is shared with the workforce in a timely and meaningful way.
Be a visible and collaborative team member, encouraging partnership working across the organisation.
To promote and champion a positive organisation-wide culture that reflects the council’s values.


	Other duties/specific policies e.g. DBS

	The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council

Able to work evenings and weekends when required around key events. Willing to form part of an on-call rota for out of hours media enquiries.
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