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Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	Communications Officer

	Standardised job description code
	GENCOM-03
	Grade
	6

	Role Purpose

	[bookmark: _GoBack]Independently manages day-to-day operational tasks to support the delivery of a range of communication activities within the communications plan for a division, department, research unit, or strategic priority area of the University. 

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Independently resolves stakeholder content and communications requirements, demonstrating proactive problem-solving skills.

	· Participates in collaborative decision-making in communications processes, suggesting and implementing enhancements to existing procedures. 

	· Take ownership of the quality assurance within a designated area, establishing and refining protocols as necessary.

	· Conducts detailed evaluation and analysis of communications activity, producing concise reports and factual documentation to support informed decision-making for future communications strategies.

	· Contributes to content creation and copywriting, ensuring accuracy and relevance of content presented.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	· Write, edit and proofread a variety of communications content and outputs for a range of channels/platforms such as websites, social media posts, newsletters, blogs, videos or campaign content.

	· Deliver specific, defined communications plans and activities as required, in line with priorities.

	· Contribute to the planning and creation of new content, ensuring alignment with the departmental/divisional communications strategy.

	· Manage the ongoing maintenance of relevant websites/pages, generating ideas for content and managing day-to-day updates.

	· Lead the production and project management of communications/promotional materials for a range of communications activities, using a range of internal and external channels and adhering to University and/or department brand guidelines.

	· Take a lead role in organising in-person, online or hybrid communications events (e.g. internal briefings and meetings).

	· Act as point of contact for less experienced team members, providing day-to-day guidance and if applicable to role, allocating tasks.

	· Support the effective monitoring and evaluation of communications activity/campaign performance, using appropriate analytics, to suggest ideas for improvements to communication efforts and future strategy (e.g. by monitoring and analysing media coverage and campaign effectiveness).

	· Support effective management of the team’s communications budget, ensuring orders and invoices are documented and projects are delivered within budget.

	· Keep up to date with relevant external regulations and requirements, including UK GDPR (General Data Protection Regulation) and PECR (Privacy and Electronic Communications Regulations) legislation.

	· Be an active member of the University’s Communications Community of Practice and/or other relevant networks/groups, in order to share information, promote best practice and ensure a coordinated approach to cross-University communications.

	· Foster positive and collaborative relationships with key external third parties (for instance, designers, printers, suppliers), to promote the positive reputation of the University.

	For role with a press/public relations focus:

· Identify, plan and coordinate media relations activities in collaboration with the University News, Research & Innovation News teams and Social Media teams in the Public Affairs Directorate as appropriate and assist in developing media strategies and identifying new opportunities for external engagement. 
· Write and disseminate content for press releases and maintain an up-to-date database of media coverage.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· A good general level of education (A-level or equivalent professional experience).
· Demonstrated experience of contributing to print and digital communications activities, social media content and supporting media relations activity. [delete elements as appropriate]
· Excellent writing skills and attention to detail
· Excellent interpersonal skills, with an ability to communicate confidently and clearly to internal and external stakeholders.
· Ability to organise events and make administrative arrangements.
· Ability to work independently, with minimum supervision and a willingness to resolve situations and make judgements on when to refer issues to other team members
· Good IT skills and competency across Microsoft packages and experience across a range of standard communications software (e.g. content management systems, digital content creation/graphic design software, video/image/audio editing software, social media, media monitoring and database software)
· Demonstrated awareness and understanding of the role of AI and digital developments in communications today


	Desirable
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	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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