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PUBLIC HEALTH

JOB DESCRIPTION

POST TITLE:			Communications Officer (Internal Communications)	

GRADE:				Band 6	

MANAGER RESPONSIBLE TO:	Relevant Communications Manager / Senior Communications 
                                                Officer, in line with service structure

STAFF RESPONSIBLE FOR:	No direct Line Management responsibilities


Overall Objectives of the Post:

To support the planning, development and delivery of high-quality communications activity across the Council, ensuring clear, consistent, timely and accessible messages for residents, staff, elected members, partners, stakeholders and the media, where appropriate.

The post holder will work with services across the organisation to develop communications plans, create content, support campaigns and engagement activity, and help deliver messages through the Council’s corporate communications channels.

The role will also support forward planning, media activity, member and senior officer briefings, corporate publications, stakeholder communications and reputation management activity. The post holder will build and maintain positive working relationships with colleagues, elected members, partners, local media and other communications teams.

The post may be aligned to a particular communications discipline or portfolio area, such as public relations, internal communications or campaigns. While the post holder will be expected to provide flexible communications support across the Council, they may also be required to develop specialist knowledge, skills and relationships relevant to their designated area of focus.

Specialist focus — Internal Communications
· Where the post is designated as Communications Officer (Internal Communications), the post holder will support the planning and delivery of internal communications activity that keeps staff informed, engaged and connected to Council priorities.
· The post holder will create and deliver content for internal communications channels, support leader and senior officer communications, help services and managers communicate clearly with staff, and contribute to internal campaigns, change communications and staff engagement activity.
· The post holder will help ensure internal messages are clear, timely, accessible and relevant to different staff groups, including colleagues who may not regularly access digital channels.

Key contacts
Chief Executive and Corporate Directors; Assistant Directors; Service Managers; Lead Members and elected members; Council staff; residents; media; partner organisations; community and voluntary sector partners; other local authority communications teams; regional public sector communications teams.

Key tasks of the post
Communications planning and campaign delivery. You will:
· Support the development and delivery of communications plans and campaigns across a range of Council services and priorities.
· Advise service areas on communications activity, including audience, timing, messaging, channels and approach.
· Help ensure campaigns and communications activity are planned, coordinated and aligned with Council priorities.
· Work with services to identify communications opportunities, risks and issues.
· Support the delivery of integrated communications activity across media, digital, social media, print, internal communications and other appropriate channels.
· Help ensure communications activity is accessible, inclusive, written in plain English and tailored to the needs of different audiences.
· Monitor and evaluate communications activity, using feedback and insight to improve future work.

Content creation and channel management. You will:
· Create, edit and deliver content for a range of Council communications channels, including web, social media, newsletters, publications, media materials, internal communications and campaign materials.
· Draft clear and accurate copy for different audiences, including residents, staff, elected members, partners and stakeholders.
· Support the Council’s corporate social media activity, including content planning, scheduling, monitoring and responding where appropriate.
· Work with design, digital, web and other colleagues to produce engaging and accessible communications materials.
· Ensure content follows Council branding, style, accessibility and plain English standards.
· Help maintain consistency of messaging across Council channels and publications.
· Plan, write, edit and repurpose content for internal communications channels.
· Support improvements to internal communications channels and methods, including ways to reach staff who do not regularly work online.

Media, reputation and issues management. You will:
· Support the handling of media enquiries, working with services and senior colleagues to gather information and prepare responses.
· Identify opportunities for proactive media stories and positive profile-raising activity.
· Draft media releases, statements, briefing notes, reactive lines and key messages as required.
· Support reputation management activity by helping to identify risks, prepare clear messages and respond to emerging issues.
· Monitor relevant media, social media and stakeholder activity to help identify communications opportunities, concerns and reputational risks.
· Work with colleagues to ensure messages are accurate, timely, proportionate and politically neutral.
Member, senior officer and stakeholder communications. You will:
· Support forward planning for Lead Members, elected members and senior officers.
· Prepare briefing materials, updates and communications advice for members and senior colleagues as required.
· Attend meetings and briefings where appropriate to provide communications advice and gather information.
· Build effective working relationships with services, members, senior officers, partners and stakeholders.
· Work with communications teams in partner organisations and other local authorities to identify opportunities for joint communications activity.
· Support stakeholder communications and engagement activity linked to Council priorities, projects and services.
· Support internal messages, speeches, briefings and updates for senior leaders where required.
· Help align internal communications messages with external communications activity where appropriate.

Consultation and engagement support. You will:
· Support services with communications linked to consultation and engagement activity.
· Help services explain proposals, changes, decisions and opportunities for feedback in a clear and accessible way.
· Support the development of campaign materials, web content, social media content, newsletters and other materials linked to engagement activity.
· Help ensure engagement communications are timely, inclusive and consistent across channels.
· Support the evaluation of engagement communications where required.
· Support staff engagement activity, including internal events, staff campaigns, feedback activity and opportunities for two-way communication.

Corporate publications and forward planning. You will: 
· Contribute to corporate publications, newsletters, digital updates and other communications materials.
· Support the development and maintenance of communications forward plans.
· Help coordinate content across services to ensure communications are well-timed and avoid duplication.
· Contribute ideas for proactive stories, campaigns and profile-raising opportunities.
· Support corporate campaigns and priority communications activity as required.
· Support internal newsletters, staff updates, intranet content and other internal communications products where required.

Flexible and corporate support. You will:
· Provide flexible communications support across the organisation in line with service priorities.
· Support Council-related events, meetings, public consultations and other activity, which may occasionally take place outside normal office hours.
· Take part in an out-of-hours communications rota where required, including support for urgent, emergency or reputational issues.
· Undertake any other duties that may reasonably be regarded as within the nature and grade of the post.
· Work in line with Council policies, procedures, values and standards.
· Take responsibility for ongoing training and development relevant to the role.

This is a politically restricted post as defined by the Local Government and Housing Act 1989.

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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