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	Broxbourne Borough Council 


	Job Title: Communications Officer
	Job Ref: CO

	Job Location: 
Bishops’ College Churchgate Cheshunt Herts 
	Hybrid: Yes (Two set days in the office and three days working from home. This arrangement may change on occasion if staff are required to work more days from the office). 

	Department: Customer and Communications 

	Reports to: Communications Manager

	Full time: 37 within a scheme of flexible working hours (18-month Fixed term contract with the possibility to apply for a permanent position at the end of this contract).

	Grade: J37

	Alcohol restricted post: No 

	Car: Yes – mileage rates paid in accordance with HM Revenue services

	

	SUMMARY

To contribute to the enhancement and development of the Council’s communications with residents, businesses, agencies, partners and stakeholders.

DUTIES

1. Develop press releases and other written content in relation to all aspects of the Council’s interaction with the local community.
2. Handle media enquiries including interview requests.
3. Review and produce reports on press coverage and social media activity.
4. Organise and publicise Council events, including management of photo opportunities and taking photographs to support PR activity.
5. Write and proofread editorial copy such as newsletters, magazines, leaflets and posters.
6. Work alongside the Digital Services Team to maintain the Council’s website, including providing copy.
7. Handle public queries in relation to Communications work, using Jadu’s Customer Experience Management platform.
8. Coordinate the Council’s monthly community advert in the Mercury and the key messages schedule to ensure appropriate messages are promoted.
9. Manage poster publicity schedule for display in the Council’s Notice Boards.
10. Devise communications plans for a range of events and campaigns using all relevant methods of communications.
11. Work alongside the Digital and Social Media Officer on the Council’s social media activity including creating social media content (written and video) coordinating campaigns and monitoring social media for references to the Council.
12. Build relationships with key local partners, the Leader of the Council and the Mayor of Broxbourne. 
13. Occasional attendance at out of hours meetings.
14.  Any other duties which contribute to the purpose and objectives of the post.









	VALUES

The Council has adopted the core values of Teamwork, Innovation, Effectiveness and Respect (TIER). 
The values and their underlying behaviours, demonstrate the Council’s commitment to providing excellent customer care, working in a joined-up way, showing respect at all times and looking at innovative and forward-thinking solutions. 



	DIVERSITY, EQUALITY AND INCLUSION 
All staff must comply with the Council’s Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.


	
EMPLOYMENT CHECKS REQUIRED FOR THIS POST 
The Council is required by the Home Office to carry out standard Right to Work checks for all employment under the Asylum and Immigration Act 1996. If you cannot produce Right to Work documentation or are unsure whether the documents you have provide the necessary proof please contact Human Resources prior to your interview.

	
EMPLOYMENT OF EX-OFFENDERS
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s). The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.


	
SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties. All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.


	
SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to-face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post.




For specific requirements for the post please see the Person Specification.

If you have any queries, please contact Human Resources on 01992 785509 or personnel@broxbourne.gov.uk.
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We can achieve more by working together.
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We value the views and opinions of all
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