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Job Description
COMMUNICATIONS OFFICER
Level: 7

	Responsible To:   
	Responsible For:

	Communications And Marketing Manager
	 


		
About the job: 

To help shape the organisations’ internal culture through effective communication of the councils’ core values, bringing these to life through updates, news stories, imagery and video.

Ensuring colleagues and elected members are fully informed about what is happening at each organisation and spotting opportunities to use key information to raise the councils’ profile externally also. 

Role:
· To lead on the councils’ internal communications strategy aiming to ensure colleagues and members are fully informed of what each council is doing and why.

· To coordinate content on the intranet platform for both South Ribble and Chorley Councils and update the channel on an ongoing basis, keeping it relevant and up to date.

· To create and deliver the monthly all staff email.

· Support in the communication and organisation of internal events.

· To produce high quality content for use internally and externally though the creation of imagery and video.

· Build relationships with people within the organisation including the Senior Leadership Team and elected members.

· To have an oversight of the council’s strategic plans and key priorities, horizon scanning to spot opportunities to relay key information to staff.  

· To work with the HR team on recruitment campaigns and support the 
Communications and Marketing Team on external communications as necessary to boost the profile of the organisations.

· To support the delivery of external communications campaigns as required. 
 
Responsibilities:
Team:
· You will work with your colleagues to prioritise team objectives over individual objectives.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve your service.
· You will participate in development activities as required.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· You will constructively participate in communication and promotional activities.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders and external partners to ensure the Council’s priorities and objectives are met.
· You will positively promote and represent the Council at all times.




What the successful candidate will have:
Qualifications

· Good standard of further education 
Experience

· Working in a fast-paced team with multiple projects and priorities 
· Creating written, video and other content for multiple communications channels 

Knowledge 
· Knowledge of marketing techniques and channels 
· A strong knowledge of local authorities and the councils’ corporate visions

Skills & Abilities

· Creative content creating skills 
· Be able to communicate effectively with a range of audiences in fluent written and spoken English.
· Be enthusiastic, hard-working, and great at building relationships
· Out of hours/weekend working as required to cover meetings/events

Our Values & Behaviours

Customer Focused - We listen to our communities, keeping them informed about the things that matter most to them and providing a professional and responsive service.

Forward Thinking - We solve difficult problems by being adaptable, resilient, and innovative.

Working Together - We are focused on achieving our collective goals as an organisation and we support our colleagues to deliver excellent services.

Making a Difference - We make a positive difference for our communities by being helpful and going the extra mile.

Delivering Quality Services - We strive for quality in everything we do, making sure the people of Chorley and South Ribble get the best outcome.
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