SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION



Division:  Strategic Support	

Section:   Communications

Post:        Creative Content Assistant 

Grade:     Advanced Apprenticeship (L3)


[bookmark: _GoBack]Supervisory Responsibility:  Sion Morris

Responsible Line Manager:   John McCabe


JOB PURPOSE


The successful candidate will be involved in the branding and marketing of the organisation. The work will be varied and the candidate will have several projects running at different stages of development. Briefs will include, new logo, standardisation of graphic design of all documents, product literature, presentation material, website design, marketing campaigns, regular updating of all social media etc. All activity will 
a. Reflects the Council’s vision and key priorities and messages
b. Promote the Council’s services and enhance its reputation
c. Is targeted to the appropriate audiences


Key Skills
· passion and enthusiasm for graphic design
· creative flair and a natural eye for aesthetics
· The ability to use a MAC and working knowledge of Adobe Creative Suite in particular InDesign, Illustrator and Photoshop
· a flexible approach when working in a team
· excellent communication skills in order to interpret and deliver briefs as well as confidence to explain and sell concepts
· time management skills and the ability to cope with several projects at a time
· accuracy and attention to detail when finalising designs
· being open to feedback and willing to make changes to your designs
· knowledge of current marketing trends
· a desire to learn and interpret the products and services of different departments
· skills in photography would  be advantageous


Duties/Responsibilities
The apprentice role will mainly support the work of the Graphic Designer, duties will cover some of the following things - 
· designing sample page layouts including text size and colours for in-house documents
· designing graphics, visual media and manipulating digital photographs for print and digital platforms
· presenting initial design ideas
· designing the website's visual imagery and ensuring it's in line with company branding
· proofreading content and making changes where necessary
· market research and competitor analysis
· researching current design trends

This role will also support the work of the corporate communications team and will cover the following elements -
· participating in the strategic development of marketing campaigns
· email marketing (internal and external communications)
· continual professional development to keep up to date with new software, trends, market intelligence and social media
· updating and creating content for Council web platforms, using content management systems to make website updates when required
· search engine optimisation
· meeting relevant legal requirements such as accessibility standards, freedom of information and privacy



SPECIAL CONDITIONS (if applicable)

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

For further information, please refer to DBS filtering guidance at www.gov.uk/dbs.

The post you are applying for requires access to the Public Service Network (PSN) and requires compliance with the HMG Baseline Personnel Security Standard.

















GENERAL:

	
	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

	All staff have a duty to take care of their own health and safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

	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.


	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.  




Other optional paragraphs

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   Elena Lloyd


Designation   Corporate Communications


	Date   March 2021








