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Person Specification

Job title: Internal Communications Officer

[bookmark: _Hlk71881402]Note to applicant - You should pay particular attention to the essential criteria below and provide evidence of how you consider you meet them as part of your application. Failure to do so may mean that you will not be shortlisted.

	Essential Criteria
	Method of Assessment

	Qualifications / 
Professional Registration/
Membership




	A proven track record of working in a communications function, ideally in a large and complex organisation.

	Application Form 


	
	Experience of devising, planning and delivering internal communications campaigns.

	Application Form / Interview 


	Experience

	Strong interpersonal skills including the ability to work with colleagues, senior leaders, partners and suppliers.

	Application Form 
/ Interview

	
	Be able to communicate effectively to share and obtain information.
	Application Form 
/ Interview

	
	Ability to collect, interpret and analyse complex data and take it into targeted and tailored communications relevant to a variety of employees.

	Application Form 
/ Interview

	
	Ability to work independently on own initiative but also effectively as part of a team


	Application Form 
/ Interview

	
	Ability to prioritise tasks and deliver to sometimes tight timescales with minimum supervision

	Application Form 
/ Interview

	
	Able to be innovative and creative.
	Application Form 
/ Interview

	
	Able to constructively challenge status quo/develop new ideas in partnership with the wider organisation.

	Application Form 
/ Interview

	
	Able to pay attention to detail.

	Application Form 
/ Interview

	
	Able to see tasks through to completion, ensuring they are completed on time or to deadlines and to a high degree of accuracy.

	Application Form 
/ Interview

	Work Related Circumstances/
Values of the Council


	Commitment to Equal Opportunities

	Application Form 
/ Interview

	
	Compliance with health and safety rules, regulations, and legislation

	Application Form 
/ Interview

	
	Ability to meet the travel requirements of the role

	Application Form 
/ Interview

	
	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.

	Application Form / Interview 
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