Gravesham Borough Council 
	Directorate:

	Chief Executive’s Department

	Department: 
	Communications

	Post Title:


	Communications Assistant

	Grade:
	Scale 3 - 6

	Hours


	37

	Responsible to:


	Communications Manager


Job Description
This job description is intended as a working document, providing a guide to the main duties of the post. It is expected that the role will evolve in response to changing working practices, service priorities, legislation or council policy. The post holder will be expected to support and contribute positively to such developments.

Job summary
To support the Communications Manager in the delivery of the council’s internal and external communications activity.

The role will focus on the day-to-day coordination and delivery of communications outputs, including corporate social media channels, content creation, campaign support and communications administration.

The post holder will work collaboratively as part of the Communications Team, contributing to shared workflows and established content approval processes.

Main Responsibilities
· Support the day-to-day management of the council’s corporate social media channels, including scheduling content, monitoring comments and direct messages, and responding in line with agreed guidance and tone of voice.

· Monitor social media activity and flag emerging issues, trends or sensitive enquiries to the Communications Manager or Senior Communications Officer where escalation is required.

· Support the coordination of communications activity by maintaining content schedules, tracking actions and following up on information from council departments.

· Assist with the compilation and production of Our Borough, the council’s magazine.
· Support the drafting and preparation of content for Your Borough magazine, including articles and adverts, under the direction of the Communications Manager.

· Assist with the logging and coordination of media enquiries and support the preparation of press statements and media responses.

· Provide support at council events, including assisting with photography and basic video recording where required.

· Assist with the creation and delivery of social media graphics and other communications materials using approved templates and branding.

· Support the production of public notice press adverts.

· Assist with media monitoring and maintaining accurate records of media coverage.

· Provide general administrative support to the Communications Team, including maintaining contact lists, content libraries, communications records, and basic finance duties including Purchase Order and Invoice generation.
General Duties

· To carry out such other duties as may reasonably be required, commensurate with the grade and level of responsibility of the post.

· To participate, where required, in the Council’s Emergency Planning Operations, which may involve duties outside normal working hours.

· To uphold the Council’s Equal Opportunities Policy at all times.

· To carry out all duties in accordance with Health and Safety legislation, council policies, and relevant codes of practice.

· To ensure data quality and integrity is maintained, and that data is processed in line with council policy, the Data Protection Act, the Freedom of Information Act and other relevant legislation.

· To demonstrate a commitment to excellent customer service and the values of the Council.
PERSON SPECIFICATION

	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties)
	· Judgmental/creative skills with a need to interpret information or situations. 
· Solving straightforward problems. 


	· Basic graphic design skills

· Research and evaluation skills

· Experience supporting communications campaigns or projects



	KNOWLEDGE

(Particular knowledge which will be necessary to perform the work effectively, e.g. of specific legislation or regulations)
	· Demonstrate knowledge of procedures or range of tasks that are relatively complex. 
· Literacy and numeracy is required.


	· Knowledge of local or regional media



	QUALIFICATION TRAINING
(Educational/vocational qualifications and other training)

Verification will be required
	· Relevant qualification, training or experience demonstrating communications or journalism skills


	Relevant qualification displaying basic graphic design skills

	EXPERIENCE

(Level and type of previous experience)
	· Experience dealing with members of the public

· Experience supporting communications, content creation or customer-facing work


	· Experience of photography or video

· Experience of stakeholder engagement



	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)
	· Self-starter

· Well organised and reliable

· Proactive and willing to learn

· Adaptable and flexible in approach

· Creative and solution-focused

· Calm, professional and confident when dealing with enquiries


	· Qualification or training in graphic design, digital media or related areas



	SPECIAL CONDITIONS

(e.g. willingness to work unsocial hours or wear  a uniform)
	· Willingness to work occasional evenings and weekends when required


	


