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Person Specification


	DEPARTMENT:
	Community Engagement and Development

	LOCATION:
	Littlehampton, Manor House

	JOB TITLE:
	Communications and Civic Officer

	GRADE:
	NJC Scale 5, Spinal Column Points 12 to 17


	RESPONSIBLE TO:

	Head of Community Engagement and Development



MAIN PURPOSE OF THE ROLE:

To coordinate and deliver the Town Council’s communications and publicity functions, ensuring clear, accurate and engaging information is shared across all media channels. This includes digital communications, media management, marketing campaigns, internal communications, and website content.

To maintain and promote the Town Council’s corporate identity across all communications and promotional materials, ensuring consistent and professional presentation.

To provide comprehensive support to the Civic Office (the Town Mayor), including the organisation of civic functions, correspondence, and day to day civic administration.

The role contributes to strengthening the Council’s reputation, enhancing public understanding of services, and supporting effective communication with residents, partners and stakeholders.

Key Tasks

Communications and publicity

1.	Co-ordinate the Council’s communications services, including digital content, social media, email newsletters, press releases and website content on the Town Council’s websites (Council, Museum, Visit and Love Littlehampton).
2.	Manage the Council’s online presence, ensuring information is accurate, accessible, timely, and compliant with Council standards.
3.	Create engaging written, visual and digital content to promote Council services, events, initiatives and community activities by working with colleagues across departments.
4.	Prepare routine press releases, statements and announcements under the direction of senior officers ensuring good cross-departmental coordination.
5.	Support internal communications by helping produce staff updates, notices, and internal briefing materials.
6.	Coordinate and create photography, videography, and graphic design to support communication and marketing needs.
7.	Contribute to developing marketing materials, digital campaigns and promotional assets for Council services and events.
8.	Ensure consistent use of the Council’s corporate identity across all communication channels, publicity, documents, signage and assets.
9.	Maintain records of marketing activities, track engagement metrics, and support evaluation of campaigns.
10.	Liaise with external partners, suppliers and media contacts to support marketing and publicity activity.
11.	Assist with updating and maintaining Council-owned websites, ensuring accessibility standards are met. Monitor web content for accuracy, structure and relevance, recommending improvements where appropriate.
12.	Support the development of new digital tools or online features that improve communication and engagement with residents.

Civic Office

13.	Provide administrative support to the Civic Office (the Town Mayor), including scheduling civic engagements, managing correspondence, maintaining records and coordinating logistical arrangements. 
14.	To advise the Town Mayor, in conjunction with the Town Clerk, on matters such as civic dress and protocols, acceptance of engagements, allowances etc.
15.	To arrange and ensure the smooth delivery of civic events, receptions and formal occasions, including preparing invitations, publicity, arranging catering, order of service e.g. the Annual Town Meeting, Mayor Making, Remembrance Sunday, Armed Forces Day, Beacon Lighting, Mayor’s Civic Event. Attend civic and Council receptions and functions and on occasions accompany the Town Mayor to functions as required such as Armed Forces Day and Remembrance Sunday.
16.	To deliver the annual Merit Awards including gathering nominations, organising the awards panel, ordering and engraving of awards.
17.	Maintain accurate databases, inventories and filing systems for civic regalia, gifts, invitations and ceremonial documents.

Administration and General Duties

18.	Monitor relevant budgets and maintain financial records in accordance with audit requirements.
19.	To undertake relevant training and development opportunities.
20.	To comply with the Town Council’s policies at all times, including Health and 		Safety, Equal Opportunities, Data Protection and Safeguarding.
21.	Apply consistently the principles of Equal Opportunities and promote the council’s values and behaviours in all aspects of work.
22.	Undertake any other duties commensurate with the grade and nature of the role.

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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Post Title: Communications and Civic Officer
Location: Littlehampton
Grade:  NJC Scale 5 SCP 12 to 17

Skills and Abilities

Essential Criteria
· Communicates clearly and adapts their style to the situation, providing clear advice and guidance and managing challenging conversations professionally
· Works collaboratively across teams, sharing knowledge and providing informal coaching alongside general team support
· Manages a varied workload independently, prioritising effectively and adapting to changing needs
· High level of accuracy and attention to detail
· Uses ICT systems confidently, extracting and analysing data to support effective service delivery
· Analyses issues, proposes solutions, and makes decisions within guidelines while resolving routine problems independently 
· Oversees small groups or activities


Education and Qualifications

Essential Criteria
· Very good literacy and numeracy Level 2 to 3
· Relevant vocational qualification level 2 or 3 or equivalent experience

Desirable Criteria
· Willingness to work towards Level 3 to 4 relevant vocational qualification

Knowledge

Essential Criteria
· Applies good specialist knowledge to the role, using standard systems effectively and providing advice and support to colleagues 
· Understanding of confidentiality, data protection, and GDPR requirements
· Awareness of health and safety and risk management and its application

Desirable Criteria
· Knowledge of the services provided by Littlehampton Town Council
· Knowledge of Littlehampton
Experience

Essential Criteria
· Has experience providing advice, support or coordination, building on previous customer‑facing and team‑based work

Desirable Criteria
· Experience working in local government or the wider public sector
· Contributing to successful project management
 
Professional behaviours and values

Essential Criteria
· Handles customer service effectively and professionally, managing complex or challenging situations with confidence and provides guidance to colleagues
· Builds effective relationships with stakeholders and partners
· Takes ownership of tasks, modelling professional and inclusive behaviour for others
· Applies equalities, diversity and inclusion principles to work and supports their consideration in communications

Other
· Ability to work evenings and weekends
· Ability to undertake manual handling tasks as appropriate for the role
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