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Job Description: Post Title

Waverley and Guildford Borough Councils are ambitious, forward-thinking local authorities, committed to being among the UK’s leading councils. At a time of major change in Local Government we are building high-performing, engaged teams who live our shared values and deliver excellent services for our communities.
	JOB DESCRIPTION

	Job title:

	Internal Communications Officer

	Service:
	   Communications and Customer Service

	Team:
	Communications and Engagement


	Location:
	The Burys, Godalming, Surrey, GU7 1HR and Millmead House, Guildford, GU2 4BB

	Reporting to:
	   Communications and Engagement Manager


	Responsible for:
	


	OUR SHARED ORGANISATIONAL VALUES 

	Collaboration
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Description automatically generated with medium confidence]


	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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Description automatically generated with medium confidence]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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Description automatically generated with medium confidence]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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Description automatically generated with medium confidence]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.




	
Principal purpose of the role

	The Internal Communications Officer along with the Communications and Engagement Manager (Waverley) and Communications and Digital Services Manager (Guildford) will be responsible for developing and delivering internal communications and engagement strategy that fosters a well-informed, engaged, and motivated workforce. 

The role will play a key part in supporting organisational change through the ongoing Guildford and Waverley Transformation and Collaboration Programme, ensuring employees understand corporate priorities, feel valued, and are aligned with the councils’ shared vision and values. 

As our Internal Communications Officer, you will lead on the creation and implementation of an internal communications plan for Local Government Reorganisation.

You will work closely with teams across the council, including HR, Transformation, Strategy and Corporate Services, and Communications, to ensure internal messaging is consistent, timely, and aligned with external communications where appropriate.


	Main duties and accountabilities

	Internal communications strategy and planning
· Develop, deliver, and evaluate an internal communications plan that supports corporate priorities, with a particular focus on organisational changes and key projects.
· Work with senior leaders to ensure key messages are cascaded clearly, consistently, and in a timely manner.
· Regularly review internal communication practices to improve staff engagement and transparency.
Content creation
· Produce compelling written and visual content for internal channels (intranet, newsletters, internal bulletins, and presentations).
· Create multimedia materials such as videos, graphics, and photography to support engagement.
· Tailor messages to reach and resonate with diverse internal audiences.
Channel management
· Manage and develop internal communication channels to ensure they are engaging, relevant, and easy to access.
· Ensure information is accurate, consistent, and up to date.
· Monitor employee feedback and engagement data to refine approaches.
Event support
· Plan and deliver internal events such as all-staff meetings, briefings, engagement workshops and Improvement Champions meetings.
· Work with teams to ensure messages delivered at events support the council’s overall narrative.
Change and crisis communications
· Support the Executive Leadership Team in communicating change initiatives, ensuring transparency and clarity.
· Assist in managing sensitive or crisis-related internal messaging in a calm, clear, and professional way.
Partnership working
· Collaborate across councils and services to align internal messaging with organisational priorities.
· Act as an advisor to managers on effective internal communication approaches.
Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required


	

Dimensions of the role

	· Responsible for managing multiple projects simultaneously in a fast-paced environment.
· Regular interaction with assistant directors and senior managers.
· Direct impact on employee engagement levels and organisational culture.
· Manage bi-weekly staff newsletter, weekly all-staff briefing and sharepoint sites

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	· Keeping internal audiences aware of the work we do for the community and maintaining staff morale and engagement are high priorities - and the Internal Communications Officer will play a key role in this.

· Strong political awareness and excellent judgement, balanced with strong communications skills are required for making editorial decisions on content for internal communications channels including email, newsletters, on and offline briefings and intranet.

· Attention to detail and the ability to analyse and interpret information and data is essential for accurate reporting and making recommendations to the Communications and Engagement Manager and senior managers.


	Planning/Organising/Controlling

	· Organising and managing own workload in line with corporate priorities and agreed personal objectives
· Advising heads of service and managers
· Preparing communications plans and campaigns, working to deadlines


	Customers and Contacts

	Internal
· Directors
· Assistant Directors
· Managers Group
· Councillors
· Other officers
EXTERNAL
· Journalists
· Designers/printers
· Partner agencies 


	Service/Team Structure

	














PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	A Degree or equivalent.  Exceptional written and verbal communication skills, with strong attention to detail.
	A/I/E
	Relevant professional qualification in Communications, Public Relations, Journalism, Marketing, or related field
	A/C

	
	Proven ability to plan, deliver, and evaluate internal communication campaigns in support of organisational priorities
	A/I
	A strong understanding of local government services and policy

	A/I

	
	A good understanding of the current local government context with regard to Local Government Reorganisation/ Unitarisation.
	A/I
	
	

	Knowledge /Technical Skills

	Knowledge of industry standards and best practice in communications and public relations
	A/I
	Experience of event planning and delivery (e.g. all-staff meetings, workshops)
	A/I

	
	Experience in managing internal communication channels and tools (e.g. intranet, newsletters, email platforms)
	I/E
	Knowledge of current developments in public relations and digital communications and how they can be applied in the public sector
	I/E

	
	Proven ability to advise and influence senior leaders with clarity and precision
	
I
	Awareness of Safeguarding
	A/I

	Communication

	Ability to craft compelling content tailored to diverse internal audiences
	A/I/E
	Demonstrable political awareness and ability to act with tact and discretion
	A/I

	
	Accuracy and attention to detail.
	A / I / E

	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	
	The post requires the postholder to speak to the public as a regular and intrinsic part of their role.
Accurate spoken English is essential for the post.
	I
	
	

	Team Working


	Experience of working as part of a team
	I
	
	

	
	Strong interpersonal skills with the ability to influence and collaborate across services and evidence of building relationships with stakeholders
	I
	
	

	Managing self and others

	Ability to manage multiple tasks and deadlines simultaneously
	I
	
	

	
	Ability to influence and persuade senior manager decision making with clear, fact-based reasoning.
	I
	
	

	
	Ability to work decisively and effectively under pressure and with tight timescales
	I/E
	
	

	Can do approach / Achieving results

	Comfortable with change and able to respond quickly to evolving communication needs
	I
	
	

	
	Ability to anticipate communication challenges and proactively develop solutions
	I/E
	
	

	
	Able to problem solve 
	I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC or laptop.
	A
	
	

	
	Able to travel throughout the borough as required
	A
	
	



How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


Politically Sensitive post: Political Restrictions 
Please note that the Local Government Officers (Political Restrictions) Regulations 1990 apply to this post. In general terms these provisions mean that the postholder is prohibited from:
•	holding or standing for elected public office (except Town or Parish Councils);
•	holding office in a political party;
•	speaking or writing in public (including on social media) in a personal capacity in a way that might be regarded as favouring one or other political party;
•	canvassing at elections


Behavioural competencies:

	COMPETENCIES
(LEVEL 1 – 4)
	Communication:
	2/3

	
	Customer Service:
	3

	
	Team Working:
	2/3

	
	Managing Self and Others:
	3

	
	Can do approach/Results:
	2/3


	Reviewed By:
	Evaluation panel 
	Date:
	6.10.2025

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
	


	
For Official Use only

	Job title:
	Internal Communications Officer
	Post no:
	

	Service:
	Communications and Customer Service 
	JE score:
	 308

	Team:
	Communications 
	Pay band:
	 7

	Location:
	Hybrid working 
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five-day week
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Assistant Director of Communications and Customer Service 


Communications and Engagement Manager 


Communications and Engagement Officer 


Communications and Engagement Officer 


Communications and Engagement Officer 


Internal Communications Officer 


1 | Page

image1.png




image2.png




image3.png




image4.png




image3.jpeg
OOOOOOOOOOOOOO




image5.png
B




image6.png




image7.png




image8.png




image9.png




