


SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION


Department:  Strategic Support                          Location:   Sefton (Agile)

Division:  Corporate Communications                Post No: 20658
	
Section:   Communications                                 Job Evaluation No. 

Post:        Communications Team Leader 

Grade:      Grade I (Indicative) 

Responsible To:   Corporate Communications Manager

Responsible For:  Communications Team

JOB PURPOSE

Under the leadership of the Corporate Communications Manager this post holder is responsible for delivering both the internal and external communications priorities including and providing advice and guidance on significant reputational matters.
  

MAIN DUTIES

1. To support the Corporate Communications Manager to plan, develop and implement both internal and external communication activity, ensuring that colleagues and communities have easy access to relevant, clear and honest information, in ways which suit them and have an understanding of the Council, its services, policies and objectives.
2. To oversee the day to day running of a busy media relations office to ensure that messaging is consistent, materials are of high quality, the Council’s reputation is enhanced and protected and deadlines are met. 
3. To work with the Digital Marketing Team Leader to supervise the Communications Officers and Graphic Designer making best use of available resources to meet prioritised business need.
4. To co-ordinate internal communication activities ensuring a One Council approach and consistency of message.
5. To generate new initiatives and support change initiatives to improve employee motivation and engagement, acting as a trusted business advisor on internal communications.
6. To develop and maintain excellent working relationships with senior officers, their leadership teams, elected members, partners, journalists and other key stakeholders to ensure the delivery of high quality communication advice, consistent messages, plans, products and research. 
7. To ensure that internal/external communications activity is well researched, evidenced, planned, evaluated and in line with Council priorities.
8. To identify key areas for improving external and internal communications, develop new approaches that enhance and protect the reputation of the Council.
9. To support the Corporate Communications Manager to ensure that the best value for money is achieved, transactional budget activity is progressed to required timescales and that the annual income target is met and where possible exceeded.
10. To deputise for the Corporate Communications Manager as required.  
11. To assist the Corporate Communications Manager to continuously review and improve the communications function; ensuring the team are developing and keeping up with best practice, innovation and change.

ORGANISATION CHART

[bookmark: _GoBack]


SPECIAL CONDITIONS (if applicable)

The post holder will be asked to work outside of normal office hours from time to time. 

From time to time this postholder may be required to be on standby and available for call out and the Council’s standard payments will apply.

The Authority has an approved equality policy in employment and copies are available to all employees.  The post holder will be expected to comply with, observe and promote the equality policies of the Council.

To maintain political impartiality in line with the requirements of the Local Democracy, Economic Development and Construction Act 2009 definition of sensitive posts.

From time to time the postholder will need to work out of usual business hours to support an emergency or crisis incident or meetings or events. 

	Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



Prepared by:	Name             Jan McMahon

Designation   Head of Strategic Support

	Date                December 2019









PERSON SPECIFICATION 

Post:	Communications Team Leader	Post No.	20658

Department: Strategic Support	Division:  Corporate Communications

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Relevant qualification in journalism/public relations/communications to degree level or equivalent

Evidence of continuous professional, development 
	

E


E
	

AF


AF/I/T

	EXPERIENCE

· Experience in a complex public relations/media environment providing support and advice to senior managers and politicians in complex/crisis situations.
· Experience of dealing with sensitive, high profile and/or controversial issues in a diplomatic way so as to maintain the Council’s reputation and/or minimise the impact on the Council’s reputation.
· Experience of staff supervision including setting and monitoring performance standards and objectives

	

E



E


E

	These requirements will be assessed through one or more of the following methods

AF/I/T/P

	SKILLS/KNOWLEDGE/APTITUDES

· Knowledge of media law, libel and copyright issues
· A good understanding and insight into the workings of local government, the policies affecting it including opportunities and challenges it faces and political processes 
· Influencing and negotiating skills
· Ability to gain confidence of a wide range of stakeholders and to maintain effective working relationships
· Demonstrable initiative and innovation, ability to think creatively and provide solutions to some of the communication challenges the organisation faces
· Ability to support in the management of emergency situations and reputational crisis management
· Excellent oral and written skills
· Excellent interpersonal and communication skills
· Ability to manage a varied workload with conflicting deadlines in a high-pressured environment
· Motivated and able to motivate others
· Ability to make evidence based decisions
· Analyses and reflects on communication activity with a view to achieving continuous improvement both personally and in the service.

	All of these requirements are essential unless otherwise specified

	These requirements will be assessed through one or more of the following methods

AF/I/T/P

	SPECIAL REQUIREMENTS

· Must travel independently over a wide geographical area
· Attendance at meetings outside normal hours

	All of these requirements are essential unless otherwise specified

	These requirements will be assessed through one or more of the following methods

AF/I




	Prepared by:  Jan McMahon
	AF
	= Application Form

	
	I
	= Interview

	Date:  December 2019
	T
	= Test

	
	P
	= Presentation







Corporate Communications Manager
Grade L


Digital Marketing Team Leader
Grade I (Indicative)


Communications Apprentice (L3)


Graphic Designer
Grade G


Communications Team Leader (post holder)
Grade I (Indicative)


Communications Officer x 4 Grade G (Indicative)
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