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Role Description and Employee Specification 
	Job Title:
	Communications Officer
	Location:
	Cirencester

	Department:
	Governance and Development
	Service: 
	Communications

	Reports to: 
	Communications Manager
	Working Hours: 
	37 hours per week

	Salary:
	£34,272 to £34,352
	Peer Group:
	PGC15 Communications and Marketing Support Specialists 

	Business World Post Number:
	
	Job Group:
	Level 1 Specialist


	Contract Type: 
	Fixed term until 31 March 2028
	Direct Reports:
	None



	Overall purpose of the Post:  
	The Communications Officer will support the development and delivery of high-quality, evidence-based communications for internal and external audiences across a range of services and programmes. Working collaboratively with councillors, officers and partners, the role will help coordinate communications activity that promotes the council’s priorities, supports its reputation, and engages residents and stakeholders using a variety of effective approaches. 

	Key Tasks and Responsibilities: 
	
Portfolio support & communications delivery 
· Support the development and delivery of communications plans to promote the council’s priorities, projects, policies and services. 
· Act as a day-to-day contact for allocated portfolio areas, building a good understanding of their objectives and audiences. 
· Support relationships with internal and external stakeholders and partners to ensure effective engagement and feedback. 
· Organise meetings with portfolio holders and officers, including preparing updates and reports. 
· Support the communications team by sharing knowledge, contributing ideas, and assisting with service planning activity. 
· Help ensure that complex issues and council decisions are communicated clearly and accessibly to the media, residents and key stakeholders. 
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Campaigns & content creation 
· Help deliver and evaluate targeted, integrated communications and marketing campaigns across a range of channels. 
· Create engaging content for different formats and platforms to inform and engage audiences. 
· Help identify opportunities to improve communications by understanding audience needs and behaviours. 
· Assist with coordinating campaign activity to ensure alignment with corporate priorities. 
· Support the production of council publications, including residents’ magazines, e-newsletters and other materials. 
· Work within agreed budgets and support the effective use of resources. 
· Assist in the organisation and delivery of events linked to communications campaigns. 
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Media relations & reputation 
· Build and maintain positive relationships with local and regional media. 
· Draft press releases, media statements and responses. 
· Support proactive media activity, including identifying opportunities and assisting with briefings. 
· Respond to media enquiries in line with agreed protocols, with support from senior colleagues where needed. 
· Support out-of-hours and crisis media work when required. 
· Collate and share media coverage, including contributing to internal newsletters or reports. 
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Digital & social media 
· Deliver engaging and on-brand content across digital and social media channels. 
· Contribute to content planning, ensuring alignment with brand, accessibility and engagement standards. 
· Use digital channels creatively to reach and engage the council’s target audience, testing new approaches and formats - including the creation of photos, videos, graphics, and animations. 
· Monitor and report on performance, using analytics to inform improvements and optimise content. 
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Internal communications 
· Support the delivery of internal communications in collaboration with HR and senior communications colleagues. 
· Help ensure clear and consistent messaging to keep staff informed and engaged. 
· Assist in organising staff briefings, including coordinating content and supporting speakers. 
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Brand & corporate standards 
· Ensure communications follow corporate narrative and design guidelines. 
· Support consistent application of the council’s brand across all channels. 
· Act as a brand advocate, encouraging good practice across the organisation. 
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Insight, reporting & continuous improvement 
· Help manage communications channels, tracking performance against KPIs. 
· Help collect and analyse communications data to evaluate effectiveness. 
· Keep up to date with communications trends and best practice, applying learning to future activity. 
· Contribute ideas to support continuous improvement of the communications service. 
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Local Government Reorganisation (where applicable) 
· Support communications activity to inform and engage staff, members and stakeholders on Local Government Reorganisation. 


	Essential Requirements – Knowledge, Qualifications, Skills, Abilities and Experience:
	Experience
· BTEC, HND ,HNC, NVQ level 4/5 or relevant experience of 5 years. 
· GCSE Maths and English (Grade C/4 or above) 
· Experience of working within a fast-paced communications environment 
· Proven experience delivering content across multiple channels and formats 
· Experience of stakeholder engagement and consultation 
· Experience supporting media relations and reputation management 
· Experience using digital and social media to engage audiences

Skills and abilities

· Strong writing and verbal communication skills 
· Ability to deliver multiple projects and campaigns simultaneously 
· Creative thinker with strong storytelling ability 
· Confident creating digital content, including video 
· Strong organisational and time management skills 
· Ability to analyse data and evaluate impact 
· Collaborative and adaptable team player


	Desirable 
Requirements 
Qualifications, Skills and Abilities:
	
· Experience in a political or local government environment 
· Recognised marketing or communications qualification 
· Understanding of relevant legislation and guidance 
· Experience working with elected members, partners or public bodies


	General Accountabilities:
	The post holder is responsible for maintaining a safe work environment and ensuring as far as reasonably practicable that safe working practices are adopted by employees within this work environment.

Work in compliance with the Codes of Conduct, Regulations and policies of the council.

To support the response to a major incident, including taking up a designated role within the emergency management framework.

To support the Chief Executive/Returning Officer in administering election responsibilities 

    Safeguarding – The Council is committed to meeting its statutory and moral duties to safeguard and promote the welfare of children, young people under 18 years of age and adults at risk who are the recipients of its services and/or activities.


	Special Conditions: 

	You will be expected to work reasonable additional hours in line with the needs of the service.

    There may be a requirement to work at other locations to meet the needs of the business.

Full UK Driving Licence.

Ability to travel / access to a vehicle for work purposes.

Politically restricted postholders are restricted from canvassing on behalf of a political party or for a person who is, or seeks to be, a candidate for election to a local authority, the House of Commons, or the European Parliament.
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