WOKING BOROUGH COUNCIL
JOB PROFILE

JOB DESCRIPTION
Job title:		Marketing Communications Officer			
Pay grade:		W4	
Team:			Democratic and Legal Services	
Function:		Marketing and Communications	
Responsible to:	Marketing Communications Manager      	
Job purpose:	
To work as part of a team and independently to provide a high quality marketing communications service which meets Woking Borough Council’s corporate vision, priorities and objectives.

Key area:
US: An Innovative, Proactive and Effective Council
We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:
· communicating well, listening to and engaging with the community, and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.
[bookmark: _GoBack]
Main tasks:
1. Team work: Working with the Marketing Communications Manager and team members to deliver a professional, proactive and creative service which supports the Council’s main vision and objectives, external and internal communications strategies and strengthens the authority’s reputation.

2. Campaign management: Working independently to plan and deliver multi-channel corporate and promotional strategies and plans, campaigns activities and events, and evaluation reports. 

3. Media relations: Spotting and capitalising on positive news stories and, conversely, identifying potential issues and drafting media responses.

4. Copywriting: Producing high quality written copy for a variety of on and offline channels that adhere to the Council’s corporate guidelines.

5. Design: Translating objectives and ideas into attention grabbing and engaging design tactics.

6. Digital: Identifying appropriate digital channels, software and tactics which meet campaign and the Council’s objectives.

7. Political awareness: Understanding organisational and political dynamics, and adapting accordingly.

8. Consultation and engagement: Representing the Council by consulting and engaging with the public and stakeholders and, when required, to effectively lead and/or participate in working groups.

9. Compliance: Upholding and complying with the relevant legislation, regulations and policies.

Specific tasks:

Campaign management
To devise, lead and implement marketing communications campaigns for the Council, its services and, where required, partnership groups. Tasks include:

· Translating business, behavioural and/or promotional objectives into targeted communications strategies and plans, which are engaging, effective and delivered on budget and on time.
· Undertaking desk and/or directing market research, when necessary, and interpreting technical information.
· Setting realistic yet challenging communication objectives and implementing effective evaluation mechanisms.
· Investigating feature ideas, conducting interviews and producing crisp, concise copy and adapting for multi-channel use.
· Directing and managing campaign design elements and assets, including branding, scripts and story boards, graphic design, photography, rich media (vlogs, podcast, videos and animations), etc.
· Managing campaign stakeholders and working with a database of trusted designers, printers and suppliers and, where required, sourcing new specialist suppliers.
· Organising the roll out and distribution of campaign assets via advertisers, direct mail houses, e-communications, event staff, etc.
· Planning and overseeing campaign event management including the format, content, collateral and activities, and on the day management. 

Media relations
To write content for the media, handle reactive media enquiries and identify opportunities to gain positive media coverage. Tasks include:

· Working with technical officers or members of senior management group and elected members to draft news releases and responses.
· Regularly monitoring the media to spot opportunities and threats, and formulating proactive approaches.
· Selling in ideas to editors by understanding their interests and/or editorial needs. 

Digital media
To assist with the delivery of the Council’s digital communications channels. Tasks include:

· Delivering the Council’s e-newsletter plan by creating interesting e-newsletter content which generates high click-through rates, calls to action and drives self-service, where appropriate.
· Creating engaging social media content and assets which drive excellent resident follower rates and generate excellent traction and engagement with target audiences.
· Managing the Council’s social media management system on a rota basis and responding to enquiries. 
· Researching, reviewing and developing emerging digital trends, channels and content types to further the Council’s online activity and presence.


Website work
To assist the team with the management of the Council’s websites. Tasks include:

· Writing web-ready copy which is informative and provides the relevant mechanisms for self-service and/or call to action.
· Ensuring that all web copy adheres to the Council’s content principles and style guide.
· Keeping the website up to date with news items, campaign information and important messages. 
· Monitoring web analytics to improve optimisation, accessibility and rectify errors.

Internal communications
To assist the team with internal communications campaigns and activities. Tasks include:

· Writing articles for the Council’s staff newsletter and content for the Council’s intranet, and keeping the homepage news items up to date. 
· Helping to develop the team’s pages to promote the services it offers. 
· Assisting the Marketing Communications Manager with internal communications campaigns and projects as required.

Legislation
· Ensuring data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, General Data Protection Regulation and other relevant legislation.

Other
· Covering the responsibilities of other members of the team when they are busy, absent or on annual leave.
· Attending Council meetings and events when requested.
· Answering telephone and email enquiries from members of the public as required.
· Assist with all administrative duties as required.

Politically restricted post:
Under the Local Democracy, Economic Development and Construction Act 2009, this post is politically restricted and you will be disqualified from being a Councillor and Member of Parliament. The regulations restrict the post holder from undertaking canvassing on behalf of a political party or a person who is or seeks to be a candidate or speaking to the public at large or publishing any written or artistic work that could give the impression that they are advocating support for a political party.

PERSON SPECIFICATION

Job Title: Marketing Communications Officer

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	Training
	· 5 GCSEs or equivalent
· 3 A Levels or equivalent
· Degree or equivalent
· Marketing or PR qualification (CAM, CIM or CIPR Advanced Certificate)
	E
E
E
D
	App
App
App
App

		Experience
	· Significant experience of working in a busy communications, public relations and/or marketing environment
· Significant experience of copywriting for all channels
· Experience of interpreting technical information and presenting in plain English 
· Experience of working within a busy press office
· Experience of developing, delivering and evaluating integrated multi-channel campaigns
· Proven experience of developing, delivering and evaluating digital and social media campaigns and content
· Experience of working with suppliers, including designers, printers and advertisers
· Experience of devising, planning and managing promotional events
· Time and budget management skills
· Experience of stakeholder management with a variety of individuals and organisations
· Experience of consultation and engagement activities with the public
· An understanding of the challenges faced by communicators in the public sector and local government in particular
	E


E

E

E

E

E


E


D

E

E

D

D
	App/Int


App/Int

App/Int/Ass

App/Int/Ass

App/Int/Ass

App/Int/Ass


App/Int/Ass


App/Int

App/Int/Ass

App/Int

App/Int

App/Int

		Special Skills
	· High standard of written English (including good copywriting and proofreading skills) 
· Proficient in using common IT packages including Microsoft Word, Excel, Outlook and PowerPoint
· Good working knowledge of social media management software (such as Hootsuite) and channels (Twitter, Facebook, Instagram, LinkedIn and NextDoor, etc)
· Website skills including writing for and content management systems (such as Drupal)
· Experience of e-newsletter management and software (such as MailChimp)
· Articulate communicator, good negotiator and influencer
· Able to manage multiple jobs at once
· Use of video and image editing and other creative software (such as Canva)
· Experience of using consultation and engagement software (such as Bang The Table)
· Experience of using Microsoft SharePoint operating system
· Politically aware
	E

E


E



E


E

E

E
E

D


D

D
	App/Int/Ass

App/Int/Ass


App/Int



App/Int


App/Int

App/Int

App/Int
App/Int

App/Int
App/Int

App/Int

App/Int

		Motivation
	· Enjoys working in a busy and challenging environment
· Self-motivated and able to work with minimal supervision
· Interest in local politics and local community
· Happy to sell the good news but also willing and able to handle the bad
· Enjoys problem solving and embracing new challenges
	E

E

D
E

E
	App/Int

App/Int

App/Int
App/Int

App/Int

		Personality
	· Confident and assertive
· Flexible
· Creative
· Well presented
· Common sense approach
· Team player
· Able to work on own initiative
· Works well under pressure
· Ability to follow instruction
	E
E
E
E
E
E
E
E
E
	Int
Int
Int
Int
Int
Int
Int
Int
Int

		Special 	Requirements
	· Ability to work flexibly to cover occasional evening and weekend work
	E
	Int


Key:
App = Application Form, Int = Interview, Ass = Assessment, E = Essential, D = Desirable,
Candidate Screening:
Rehabilitation of Offenders Act 1974 applies
Disclosure and Barring Service check: Not required
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Woking Borough Council Role Map

Job Title: Marketing Communications Officer

Team: Democratic and Legal Services
 
Function: Marketing and Communications

	Behaviours
	Level required

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level (this will be attached as a document to each job advert).
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