JOB DESCRIPTION

JOB TITLE :

Head of Communications DA1201
GRADE : 

M7
SERVICE :

Central Services         REPORTS TO: Director of Central Services 

SUPERVISES:
Media & Communications Officers
This post is politically restricted (Local Government and Housing Act (as amended) 1989.

General description of role.
Manages strategy and content across all communications platforms including the council’s website, social media and relationships with the national and local news media. Responsible for managing the council’s external profile, brand guidelines, campaign planning and marketing. . Plays a key role in managing risks to the council’s reputation, advising management team on communications strategy. Leads on managing the provision of public information during major incidents and civil emergencies. 
Main Responsibilities.
1. Communications strategy spanning all council channels and ensuring alignment with both the Corporate Plan and annual service delivery objectives.

2. To work with the council’s senior team and neighbouring Kent authorities to manage communications around forthcoming Local Government Reorganisation and the creation of unitary authorities. 
3. To perform the role of editor in chief responsible for all council website content, providing strategic leadership in shaping the customer experience and helping migrate more customers to transacting with the council online.
4. To deliver social media campaigns which support corporate objectives through the creation of a regular flow of engaging content, delivered in a consistent tone of voice.
5. To lead management of the council’s reputation online and in the media, notably on social media platforms, by delivering timely responses to criticism or other issues.
6. Plan and deliver an annual marketing plan for key commercial assets and activities, focusing on Tonbridge Castle and events. 
7. Line management of the Digital Content Editor, Media and Communications Officers and Internal Communications Officer.  
8. To deliver proactive media relations, managing the council’s relationship with the national and local news media, providing a steady flow of positive coverage while also ensuring contentious issues are well managed and fairly reported.

9. To anticipate issues and provide advice to the Management Team, cabinet and members on communications strategy. 

10. To ensure that all communication strategies align with the council’s Corporate Strategy and promote the strategic objectives of the council.
11. To oversee the implementation of and compliance with the council’s brand guidelines across digital and printed publications.
12. To organise and co-ordinate promotions and media events, ensuring that the relevant members and officers are involved and that any supporting material is available.

13. To identify and manage other communication events to promote the council's image in the community (e.g: exhibitions).

14. To manage the press, publicity and publications budget in accordance with council standing orders and financial regulations, and to seek to maximise quality of production within the available resources through negotiation with contractors.

15. To ensure effective direction and priorities are given to the Media and Communications Officers in order to meet deadlines and quality standards and to be responsible for the postholders’ performance, motivation, development and welfare.

16. To provide communications support for the council's involvement in a variety of inter-agency groups and to participate in Officer Study groups.

17. To undertake the role of Media Manager in the event of a civil emergency, providing guidance and advice on media and communications issues to members of the Crisis Management Team.

18. To lead communications input to the business continuity planning process.

19. To comply with the duties placed upon employees by TMBC’s Health and Safety Policy and related procedures. To act in accordance with all instruction, information and training required in relation to those duties.
20. The post holder will be required to carry out their job role and related responsibilities with reasonable care to themselves and other persons that may be affected by their work.
21. To comply with Tonbridge and Malling Council’s corporate health and safety policies and procedures. To undertake relevant risk assessments and record those findings.

Report any accidents or incidents following the TMBC incident procedure. To ensure that relevant local health and safety arrangements and safe systems of work are in place.
22. To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management. In particular, to participate in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours. 
Other Factors
This job description is produced as a working document to identify the main areas of responsibility of the post.  It is not intended to be a definitive statement of the duties of the post, nor specifically to exclude any task or range of duties which the postholder might reasonably be required to undertake.

A commitment and contribution to the Council’s Equalities Policy is an essential requirement of the post.
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