Job Description

(This is a description of the job as it is as present constituted.  It may be necessary, from time to time, to update job descriptions to ensure that they relate to the job as then being performed.  Therefore, management reserve the right to make changes to your job description, commensurate with your grade/level in the organisation, after consultation with you).
	Post Title:
	Communications Officer 

	Post Reference:
	

	Reports to
	Media and Communications Lead 

	Department
	Marketing & Communications

	Grade
	SCP 20-21

	Contract
	Permanent, full time (part time will be considered)
Funded post

	Location
	Any college campus



OVERALL PURPOSE


To raise the profile of, plan and deliver communications and content for (Education Partnership North East’s (EPNE) Housing Innovation and Construction Skills Academy (HICSA) and Construction Technical Excellence College (CTEC) across print and digital platforms, including the development of written content for online and offline use.

The postholder is responsible for managing the CTEC website and communication channels, and supporting the delivery of EPNE’s internal and external communications strategies and activities. The role will project manage and deliver content related projects (copywriting, photography and videography), and work collaboratively with key stakeholders, regional partners colleges and external agencies to achieve this.

The successful candidate will be expected to work proactively as part of the marketing and communications team and the wider directorate, supporting the Head of Communications and broader communications function as required.

.
ROLE PURPOSE

	
PR & Communications
· Support the Head of Communications with the planning and delivery of CTEC and HICSA’s Communications Plan as part of the wider Communications Strategy.
· Work with the Media and Communications Lead to maximise CTEC and HICSA’s coverage from media publications, strategically developing news stories and researching opportunities that reach specific industry or professional bodies, enhancing the group’s reputation.
· Work with the Head of Communications and Internal Communications Lead to develop and deliver internal communications campaign content related to CTEC and HISCA. 
· Support the delivery of elements of the wider Communications Strategy as required.

Official Visits 
· Work with the Corporate Engagement Coordinator to support the planning and delivery of official visits (government officials, key stakeholders, Ofsted etc)
· Create briefing materials, organise staffing and schedules.

Content Management
· Work within the team and across the group to plan and deliver engaging content for multiple channels and key audiences.
· Deliver content audits to identify gaps and produce content plans for key campaigns.  
· Support the creation of in-house content (video production and photography), user generated content and high-quality video production via agencies. 
· Ensure content is repurposed and used to its full potential and stored, catalogued, and distributed to enable stakeholders to access and use all assets. 

Brand Positioning
· Research, develop and communicate evidenced USP’s/boasting points for Sunderland College/HICSA/CTEC to strengthen brand positioning and organisational values.
 Agency Management 
· Maintain/establish key relationships with creative agencies for content projects where relevant.

Project Management 
· Create project plans for the delivery of communications campaigns with the support of the wider team and curriculum areas. 
Copywriting and SEO 
· Develop written content which is SEO optimised to improve organic engagement. 
· Produce high quality written content for multiple channels (websites, social media and print), working with colleagues in other departments to ensure accuracy of information.

Financial Management   
· Support the organisation and monitoring of related finance processes, including raising POs and updating budget tracking documents. 

Generic duties and responsibilities
· Work effectively as part of a team.  Develop a collaborative approach to work, working across teams and recognise where area of responsibility connects with and impacts other area to deliver an integrated activity.  
· Have a positive and colligate approach to problem solving and new initiatives.  Innovate with a solution driven attitude.  Respond positively to feedback to strive for continuous improvement.   
· Use initiative to resolve complex problems by applying creativity to identify practical options and devise varied solutions 
· Be organised, responsible and flexible in your approach to work  
· Be target driven, regularly review performance of area of work and use data to inform decision making.   
· Have the ability to effectively plan and organise resources and lead by example. Ability to supervise others to contribute to a high performing, positive team that is motivated and committed.     
· Represent Marketing & Communications positively across EPNE and to external stakeholders. Develop and maintain good relationships.  
· Have specialist knowledge of own area of responsibly and be proactive in further developing these skills, upskilling colleagues through training 
· Comply with all appropriate policies and complete mandatory training timely. 
· Take appropriate measures to ensure the confidentiality, availability and integrity of group data and systems.
· Report any suspected (or actual) phishing data breaches, or unusual activities.



KEY ACCOUNTABILITIES 
	· To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities with regard to equality and diversity.
· Develop and maintain personal and professional standards and undertake relevant professional development as and when required. 
· To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 
· Adhere to the college's IT policies, complete mandatory training on time, protect data and systems integrity, and report any suspected (or actual) security incidents, including phishing, data breaches or unusual activities.
· From time to time it may be necessary to work unsociable hours, hours will be adjusted accordingly.
· Work at any of the College sites as required.
· Undertake any other duties commensurate with the grade.
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	ASSESSMENT METHOD

	PERSON SPECIFICATION 
	Essential
	Desirable
	
	Certificate
	Application Documents
	Reference
	Selection Process

	Qualifications
	
	
	
	
	
	
	

	Undergraduate Degree in a related discipline (or relevant experience in Marketing & Communications).
	«
	
	
	«
	
	
	

	A professional qualification in communications.
	
	«
	
	«
	
	
	

	Experience
	
	
	
	
	
	
	

	Planning, creating, commissioning and distributing a range of content for use on multiple platforms and channels.
	«
	
	
	
	«
	«
	«

	Writing copy for a range of online and offline uses including press releases, newsletters, social media and websites.
	«
	
	
	
	«
	«
	«

	High standard of copywriting, proofing and attention to detail.
	«
	
	
	
	«
	
	«

	Prioritising multiple workstreams to meet deadlines.
	«
	
	
	
	«
	
	«

	Briefing creative agencies and photographers.
	«
	
	
	
	«
	
	«

	Networking and building and maintaining excellent and relevant contacts and connections.
	
	«

	
	
	«
	
	«

	Working with leadership to plan communications strategies and campaigns to enhance reputation and brand.
	
	«

	
	
	«
	
	«

	Maintaining relationships with press and media.
	
	«
	
	
	«
	
	«

	Experience in the use of application of SEO.
	«
	
	
	
	«
	
	«

	Dealing with procedures and policies with crisis and issues management.
	
	«
	
	
	«
	
	«

	Skills and Understanding
	
	
	
	
	
	
	

	Skills in the effectiveness of optimisation of social media and website content 
	«
	
	
	
	«
	«
	«

	Understanding of marketing and communications for targeting content to various audiences
	«
	
	
	
	«
	«
	«

	Understanding of brand identity and values and how to align to communications
	«
	
	
	
	«
	
	«

	Skills in communications delivery through digital applications
	«
	
	
	
	«
	
	«

	Skills in accurate reporting on content engagements insights
	«
	
	
	
	«
	
	«

	Use of relevant office desktop software and media devices for content creation
	«
	
	
	
	«
	
	«

	Skills in use of digital tools for analysis and feedback
	
	«
	
	
	«
	
	«

	Understanding of the digital and education sector with ongoing interest
	
	«
	
	
	«
	
	«

	Understanding of dealing with issues and crises
	
	«
	
	
	«
	
	«

	Personal Attributes
	
	
	
	
	
	
	

	Enthusiasm and interest in communications and digital and the continuous learning for maintaining industry standards and business growth
	«
	
	
	
	«
	«
	«

	Organised, self-motivated, competent and able to use own initiative.
	«

	
	
	
	
	«

	«


	Suitable to work with children and young people
	«
	
	
	«Criminal records check via DBS
	«
	«
	«

	Full driving licence and access to car
	
	«
	
	«
	
	
	

	To take appropriate responsibility for PREVENT and the safeguarding and promotion of the welfare of children and/or vulnerable adults.
	«
	
	
	
	«
	
	«

	To uphold British Values, the college values and responsibilities with regard to equality and diversity.
	«
	
	
	
	«
	
	«

	To understand and adhere to college Health and Safety policies and guidelines ensuring compliance with statutory legislation. 
	«
	
	
	
	«
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