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Wells Borough




Job Description

Post Title:
Senior Communications Officer

Service:
Communications


Grade:
6
Responsible To:
Communications Manager


Job Summary:

To support the Communications Manager in delivering a proactive, strategic and effective communications service that promotes the Council's priorities, protects its reputation and improves understanding of its services among residents, businesses, partners and stakeholders.

To lead the Council's day-to-day media and public relations function, providing expert communications advice to senior officers and elected members on high-profile, complex and sensitive issues.

To develop and deliver communications and marketing campaigns across a range of channels, including media, digital, social media and internal communications, ensuring consistent messaging and measurable outcomes.

To lead and coordinate the Council’s communications response during emergencies and major incidents, working with the Kent Resilience Forum and partner agencies to coordinate timely, accurate and effective public information.

To deputise for the Communications Manager as required and provide leadership and development support for the Graphic Designer and Junior Graphic Designer.

Main Activities:

1. Lead and manage the Council's media relations function, acting as the primary point of contact for journalists and media organisations, providing timely responses, statements, briefings and interview opportunities.

2. Develop and deliver communications and marketing campaigns that support Council priorities, projects and services, ensuring clear objectives, target audiences and measurable outcomes.

3. Provide trusted communications advice and support to senior officers, elected members and service managers on routine, complex and sensitive issues, helping to protect and enhance the Council's reputation.

4. Monitor traditional, digital and social media channels to identify emerging issues, opportunities and reputational risks, taking appropriate action where required.

5. Create, edit and oversee high-quality content for a range of communication channels, including media releases, website content, social media, newsletters, publications, campaign materials and internal communications. Manage day-to-day internal communications channels, including the intranet, Viva Engage and all-staff communications, ensuring colleagues have access to timely, accurate and relevant information.

6. Lead the Council's communications response during emergencies and major incidents, working with internal teams and external partners to ensure accurate, timely and coordinated messaging.

7. Manage and promote the Council's Community Lottery, developing communications and marketing activity to increase ticket sales, attract new good causes and maximise the scheme's benefit to local communities.

8. Manage and develop the Graphic Designer and Junior Graphic Designer, ensuring effective workload planning, performance management and professional development.

9. Monitor, evaluate and report on the effectiveness of communications activity, using performance data and audience insight to support continuous improvement.

10. Support the Communications Manager in developing communications strategies, policies and best practice across the organisation.

11. Deputise for the Communications Manager as required, representing the communications function at meetings, working groups and partnership forums.

12. Undertake other duties appropriate to the level of the post, including providing cover during periods of annual leave or absence and contributing to the success of the wider Communications team.

13. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

14. To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
