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	Department: Communities, Environment and Resident Services
Service: Communications and Marketing
Grade: GLPC-G
Post reference number: JE1000003599

	

	1. Job purpose

Responsible for:

· Supporting the Communications & Marketing team with the development and delivery of a number of communication and marketing campaigns and projects.

· Delivering an agreed brief to achieve targets that drive performance against business goals and support the Council’s objectives such as; citizen satisfaction, service take-up, income generation or citizen behaviour change.
· Researching, developing and testing communications and marketing strategies.

· Tactical execution of campaigns and collaborating with the wider team and colleagues across the business area.

· Advise Council teams seeking to deliver their own communications and marketing activities and ensure appropriate protocols are followed.

	

	2. Principal duties and responsibilities

	1. Support the Communications & Marketing team in the development and delivery of innovative communications and marketing strategies using appropriate planning methodologies.
2. Research and develop an insight and data-driven approach to the customer journey and lifecycle.
3. Plan, project manage and successfully deliver a personal portfolio of campaigns and projects to achieve agreed targets, working as a team and collaborating with colleagues across teams.
4. Lead on the tactical execution of campaigns and projects using a co-ordinated range of:
· Above-the-line channels to maximise audience reach and awareness; including TV, radio, print media and outdoor advertising.
· Below-the-line channels to target reach at specific audiences; including direct mail, promotional literature, point-of-sale materials, eCRM and stakeholder events.

· Digital channels & tactics including search engine optimised website content, content marketing across a range of social media channels, organic and paid for social media, PPC advertising, digital PR and email marketing. Planning and generating engaging content to include copy, images, gifs and videos.
· Press, broadcast and online media channels including proactively securing positive coverage, responding to media enquiries and escalating potential risks to the Council’s reputation.
5. Present all off-line and on-line content creatively, to a high standard, in the appropriate tone of voice and in line with the Council's protocols, approval processes and brand guidelines. Support the formatting of information to ensure it is accessible to everyone.

6. Where internal teams are delivering their own communications and marketing activities, advise on the planning and production of all offline and online content, ensuring it is in line with the Council's protocols, approval processes and brand guidelines.
7. Work with the Communications & Marketing team to contribute to forward planning, content for council channels and creative ideas to support the corporate campaign objectives and any other activity as appropriate
8. Anticipate and respond to changing internal and external communications and marketing needs, often in a pressurised environment with short notice.
9. Operate with a commercial and business focus, maximising external income generation where possible, proactively identifying cost saving ideas, and seeking value in kind or collaboration opportunities to reduce costs and deliver value for money.
10. Monitor and evaluate the success of communications and marketing activities, addressing areas of concern promptly and making recommendations for continuous improvements.
11. Responsible for effective budget allocation, with due regard to the Council's financial regulations, monitoring spend against budgets and reporting to the Communications & Marketing Manager. 
12. Keep up to date with developments in communications and marketing activity, learning from new or innovative practice to ensure the Council is at the cutting-edge of sector best practice.
13. Plan and manage the prioritisation of your workload delivery for your personal portfolio of business units(s), escalating to the C&M Manager role by exception.
14. Research, analyse and make recommendations to the C&M Manager ensuring competitive advantage, marketplace development and audience insight for your personal portfolio of business unit(s) ensuring that the Council is providing customer value and is at the cutting-edge of sector best practice.

15. Be prepared to work evenings and weekends where the business requirements make this necessary, agreeing Time-Off-In-Lieu with the Communications & Marketing Manager.

16. Support the procedures in place to respond to emergencies and critical incidents in line with the Business Continuity Plan and guidance from the Head of Service.

	

	3. All staff are expected to maintain high standards of customer care in the context of the City Council’s Core Values, to uphold the Equality and Diversity Policy and Health and Safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: N/A

	

	7. Post holder’s immediate supervisor: Head of Service in department. Professional supervisor: Communications and Marketing Manager (Arrangements will vary from department to department).

	Prepared by/author: Daniel Eyre

Date: October 2017

	Job title: Communications and Marketing Manager


	I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:
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	Job title: Communications and Marketing Officer
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	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Qualifications and 

Technical Knowledge
	Knowledge/experience of a creative internal and external focused approach to commercial communications and marketing of services and products with a good grasp of related processes and techniques
	
	(
	(
	(
	

	
	Chartered Institute of Marketing/PR Diploma or other recognised and relevant qualification or significant work experience, which provides and equivalent level of knowledge and expertise.
	
	(
	
	(
	(

	
	An up-to-date knowledge of current best practice in a commercially driven communications and marketing activity including digital activity
	
	
	(
	(
	

	
	Detailed knowledge of commercial communication and marketing techniques, online and offline, taking a client brief and reflecting it back 
	
	(
	(
	(
	

	
	Knowledge of relevant national and local agendas for local government
	
	(
	
	(
	

	
	Minimum of 2 years’ experience in communications and marketing including a commercial approach with a strong track record in performance, achieving and exceeding targets and delivering outcomes
	
	(
	
	(
	

	
	Experience of the tactical execution of effective and persuasive projects and campaigns 
	
	(
	(
	(
	

	
	Demonstrable experience of successfully working with internal and external clients/customers
	
	(
	
	(
	

	
	Excellent copy writing, written briefs (creative, concise), use of grammar, proof reading and proficient in English
	
	(
	(
	
	

	
	Project management and organisational skills and experience of working under pressure, prioritising projects/work to meet tight deadlines, multi-tasking as appropriate
	
	(
	
	(
	

	
	Experience of the sensitivities of working within a political environment
	
	(
	
	(
	

	
	Experience of working in partnership with internal and external agencies and large complex organisations
	
	(
	
	(
	

	
	Experience of successfully utilising commercial marketing techniques and good practices to deliver results
	
	(
	(
	(
	

	
	Due regard for the Code on Recommended Practice on   Local Authority Publicity
	
	(
	(
	(
	

	
	Ability to work on own initiative and as part of a team, to secure commitment to the implementation, delivery and monitoring of projects
	
	
	
	(
	

	
	Reflects the behaviours associated with grade of the role:

1. Focus on citizens and customers

2. Be trusted and treat others with respect
3. Solve problems and gets things done
4. Bring forward suggestions for service improvement
	
	
	(
	(
	

	
	Excellent communicator (written and verbal), strong negotiator who thinks through the tone, method, channel and content that best suits the situation and audience, switching communication and influence style where needed.
	
	(
	(
	(
	

	
	Ability to work effectively and network with a range of stakeholders including citizens, Councillors, colleagues at all levels within the organisation and partners appreciating sensitive issues
	
	
	(
	(
	

	
	The ability to write material to suit medium of publication to professional standards.
	
	(
	(
	(
	

	
	Leadership skills with the ability to motivate lead and inspire others. 
	
	(
	(
	(
	

	
	Ability to project plan (design, implement, deliver and monitor) and work proactively in a pressured and busy environment and to tight deadlines with creative flair, good attention to detail
	
	
	(
	(
	

	
	Strong negotiation skills with the ability to close a sales deal
	
	
	(
	(
	

	
	Excellent communicator (written and verbal), strong negotiator who thinks through the tone, method, channel and content that best suits the situation and audience, switching communication and influence style where needed.
	
	(
	(
	(
	

	
	Excellent IT skills particularly around use of web content management systems, publishing / media editing software and social media sites plus standard word processing, spreadsheet and database software
	
	(
	(
	
	

	Work Related Circumstances
	Understand, value and promote diversity in service delivery, management and employment.
	
	
	(
	(
	

	
	Willingness to work irregular hours, evenings and weekends when necessary.
	
	(
	
	(
	

	
	Willingness to travel out of the City for meetings and conferences.
	
	(
	
	(
	

	
	Compliance with regulations about non-smoking, health and safety and security.
	
	(
	
	(
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence
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