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	PERSON SPECIFICATION 
	

	ROLE:
Communications Officer
	ESSENTIAL REQUIREMENTS
	DESIRABLE
	METHOD OF ASSESSMENT

	
Qualifications
(What qualifications are needed)

	· A’ LEVELS
· Degree educated

	Professional qualification (e.g. CIPR) 
	Application form and certificate check


	
Experience
(What they know)

	· One to two years’ experience in Communications or Public Relations role. 
· Content writing (including press releases, articles, and social media posts)
· Social Media Management
· Media monitoring and reporting
· Proofing of written and graphic design content 
· Liaison with journalists and handling press queries
· Liaison with members of the public and handling customer queries (e.g. residents and businesses)
· Developing Communications Plans and similar material that requires creative input
· Internal communications (e.g. development of staff newsletter and organisation-wide email notifications)
· Basic video editing (using CapCut or similar)

	Experience of working in the Public Sector

	Application form, interview, written test and references

	
Skills
(What have they done)




	· IT literacy including with Microsoft Office.
· Website Content Management.
· Knowledge of social media management.
· Good written and spoken English.
· Good time management and organisation skills

	Knowledge of Jadu website Content Management System

	Application form and interview

	
Behaviours
(Way of thinking and acting)
	· Can-do attitude 
· Ability to learn and adapt to organisation-specific styles and guidelines
· Team player
· Ability and desire to work on own initiative when necessary
· Confident dealing with people of all levels, including the Chief Executive.
· Creative and passionate with the confidence to propose new ideas
· Ability to remain politically neutral 
· Mindfulness of conduct outside of work, especially where this may directly impact the Council’s image/reputation 

	· Ability to think outside of the box and desire to explore better ways of working 
· Open minded and resilient, especially when dealing with sensitive matters
· Willingness to support other team members with their work if necessary
· Flexible approach to hybrid-working model


	Application form and interview 







	
[image: ]
image1.jpeg
Seter.
EAMWORK -I:.I.:

We can achieve more by working together.
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