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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Regeneration & Partnerships Directorate

	POSITION NO: 


	SECTION:

	Media, Marketing & Communications

	GRADE: 8


	JOB TITLE:

	Digital Communications & Engagement Officer

	DATE PREPARED: 8 October 2021

	EVALUATION DATE:
	18 October 2021
	JE NUMBER: NC4609




	ROLE & PURPOSE OF JOB: 

Reporting to the Digital Communications Lead, to formulate, deliver and evaluate digital communications and engagement strategies and campaigns designed to:

· Raise awareness of the Council’s services, policies, priorities, and plans.
· Encourage behaviour change to meet city and council objectives.
· Provide opportunities for citizen, stakeholder, and influencer engagement.
· Maintain and enhance the reputation of the Council, its partnerships, and the city.

To manage the Council’s key corporate digital/social media channels alongside managing the reputation of the authority and its services in the digital arena.

To provide specialist digital communications advice and support to key decision makers, including chief officers, the Cabinet and other senior members and officers, partners, and services, where appropriate.

To maximise the use of low cost/no-cost digital media channels to support the Council’s overall communications and marketing/customer contact strategies, providing effective and impactful digital communications to inform and engage with citizens and stakeholders, transforming their experience of the Council.

To act as a champion for digital communications within the organisation and its partnerships, encouraging and facilitating innovation and continuous improvement.

To manage relevant professional networks and ensure keeping pace with new developments, platforms, channels, and best practice.












	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	· Formulates, delivers, and evaluates digital communications and engagement campaigns and strategies for a wide range of policies and service initiatives.

· Social media management, including the development of creative multi-media content using a variety of techniques, tools, and platforms.

· Carries out social listening research and monitoring and to identify issues and to advise on/deploy organisational responses.
 
·   Develops and implements strategies for utilising and managing social media and other digital channels in a crisis, including out-of-hours responses and support.

·  Develops corporate responses to manage reputational issues in the digital arena.

· Influences and advises senior members and officers within the Authority and partner organisations on media issues, including the Chief Executive, Corporate Strategy Team and Cabinet.

· Ensures that the Council’s social media channels are used appropriately and comply with agreed corporate/platform-specific standards and best practice for editorial content, tone of voice, branding, engagement, and inclusivity.

· Contributes to wider communications planning and delivery working with and assisting with the work of Media and Marketing teams as required.


	2.
	Customer Focus 

·  Engages, builds, and maintains sustainable and constructive relationships with local, regional, national audiences, stakeholders, and influencers (including the media) in the digital arena to safeguard and enhance the reputation of the Council and the city.

· Develops and delivers social media guidelines and training to members and officers through formal training sessions and, on an issue-by-issue basis, through day-to-day contact and advice.  

· Influences and advises members and senior managers within the organisation and partner organisations on digital communications.

· Generates and shares insight on new and relevant social media and other digital platforms and developments with the wider Media, Marketing & Communications Team, Customer Services and with services/senior officers across the Council.


	3.
	Performance Management 

Evaluates digital campaigns and activity to assess effectiveness, impact and value and uses the results to influence future strategy.


	4.
	Statutory Obligations 

None.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
#DESIGNATED AS POLITICALLY SENSITIVE.


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.


	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Council.




	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:
	
No direct reports, but directs communications support daily on specific projects, campaigns, and general administrative duties.

2.	Responsibility for Customers/Clients:
	
· Project manages digital communications campaigns/projects and provides specialist expertise and support to internal customers and external partners.  This will involve leading specific communications projects requiring joint working with the wider communications team, partners, Customers Services, and other services.
· Researches and writes/creates content for the Chief Executive, Corporate Strategy Team and other senior officers and the Cabinet.
· Manages social media on behalf of the above.

3.	Responsibility for Budgets:	

Nil, but does monitor digital media/communications budgets on behalf of internal customers.

4.	Responsibility for Physical Resources:		

None.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section:

· Contact with the Director, Assistant Directors and Heads of Service within the Regeneration & Policy Directorate.
· Daily contact with senior officers and all service areas around digital/social media issues.
· Colleagues within Corporate Media, Marketing & Communications Team, Customer Services and ICT to co-ordinate delivery, joint planning, and customer/communications responses. 

2.	With Any Other Council Areas:

Contact with the Cabinet, Chief Executive, Directors, Heads of Service and senior officers across the council to provide support, guidance, and advice on social/digital media matters.

3.     With External Bodies to the Council:

· Citizens, stakeholders, and influencers in the digital arena - local, regional, national, international – to build the reputation of the city and the council, inform and engage and manage issues.
· Representatives of other local, regional, and national statutory agencies and bodies, including the Police, health authorities, school headteachers and governors to ensure the Council’s role is recognised and fairly represented.
· Members of Parliament and their offices, regional and national government agencies.
· External consultants.
· Other local authorities.
· Sharing best practice with local authority digital professionals.
· Partners, stakeholders and local community leaders and representatives.























	ORGANISATION CHART: Please Provide Job Titles and Grades  


	
	
	
	Immediate Line Manager
Digital Communications Lead (Grade 10)

	
	
	

	Other jobs (peers) that report to immediate line manager
None
	
	This Position
Digital Communications & Engagement Officer (Grade 8)

	
	
	

	
	
	Direct Reports
None







	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	X
	
	
	
	
	
	


	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	X
	
	
	
	
	
	


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	X
	
	
	
	Reactive role in communications, often involve solving disagreements between different parties, working under intense pressure and to tight deadlines.  Also involved in providing crisis management support inside and out-of-hours, which may involve handling potentially traumatic/sensitive matters.






	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	PR, Marketing, Journalism or Digital Communications degree OR equivalent level of experience.
Specific qualification requirement (if applicable): 
	X
	
	AF/CQ

	
	Evidence of continuing professional development and/or membership of a professional body.
	
	X
	AF

	2. 
	Relevant Experience:

	
	Proven experience and track record in digital communications.
	X
	
	AF/I/T

	
	Experience of successfully managing projects including leading the delivery and evaluation of digital and multi-media campaigns and working to performance targets.
	X
	
	AF/I

	
	Ability to build and maintain effective teams, ensuring the health, safety and wellbeing of all staff within the team.  
	X
	
	AF/I

	
	Ability to generate and implement creative ideas for engaging and informing audiences, stakeholders, and opinion formers.
	X
	
	AF/I/T

	
	Good IT and social media monitoring/evaluation skills.
	X
	
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Ability to develop and execute written communications plans and implement and manage effective campaigns for a range of initiatives, policies, and issues across digital.
	X
	
	AF/I/T

	
	Project and campaign management skills.
	X
	
	AF/I

	
	Ability to operate at a senior level and develop close working relationships with chief officers, members of the cabinet and other elected members and with partners and stakeholders.  
	X
	
	AF/I

	
	Basic filmmaking experience.
	
	X
	AF/I

	
	Research and analytical skills.
	X
	
	AF/I/T

	
	Ability to develop positive relationships with on-line communities, stakeholders, and influencers on behalf of the Council and the city.
	X
	
	AF/I

	
	Ability to prioritise, work under pressure and to tight deadlines without supervision.
	X
	
	AF/I/T

	
	Ability to work both as an individual and with a team.  This role involves working in a small, busy team and it is critical to form strong working relationships and be willing to assist on tasks that may not form part of their day-to-day role on occasion.
	X
	
	AF/I

	
	Self-motivated and enjoys meeting daily challenges.
	X
	
	AF/I

	
	Flexibility, resilience, and a positive approach to change.
	X
	
	AF/I

	
	Ability to anticipate and diffuse potentially hostile or contentious issues arising in the digital communications arena.
	X
	
	AF/I

	
	Proficient in the use of Photoshop, PowerPoint, and other MS applications.
	X
	
	AF/I

	4. 
	Knowledge:

	
	Ability to suggest and implement imaginative ways of using new technology and social media to raise awareness of the Council’s plans, policies, and services.
	X
	
	AF/I/T

	
	A good understanding of the media and wider digital trends.
	X
	
	AF/I

	
	Strong appreciation of technology and new media across a variety of platforms.
	X
	
	AF/I

	
	Knowledge and experience of local government and political framework.
	
	X
	AF/I

	
	A keen interest and awareness of local and national issues impacting on local authorities.
	X
	
	AF/I

	
	Legal knowledge relating to local government communications, journalism, and the media/social media.
	
	X
	AF/I

	
	In-depth knowledge of the Council and its activities.
	
	X
	AF/I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to negotiate, persuade and influence.
	X
	
	I

	
	Diplomatic and a team player with strong interpersonal skills and a helpful manner.
	X
	
	I

	
	Ability to project a professional image.
	X
	
	I

	
	Excellent communications and influencing skills at all levels.
	X
	
	I

	
	Written Skills

	
	Excellent writing and editing skills combined with creative flare.
	X
	
	AF/I

	
	Ability to produce/adapt written and visual content for use across a range of channels, platforms, media, and audiences.
	X
	
	AF/I/T

	
	Ability to write plans and reports.
	X
	
	AF/I

	
	Ability to write in plain English and with excellent grammar, punctuation, and accuracy.
	X
	
	AF/I

	6.
	Other:
	
	
	

	
	If there aren’t any state ‘none’
	
	
	

	
	Full driving licence.
	
	X
	AF

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	X
	N/A
	I

	
	Respect
	X
	N/A
	I

	
	Learning
	X
	N/A
	I

	
	Ambition
	X
	N/A
	I

	
	Partnership
	X
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	X
	N/A
	I

	
	Communicating with impact 
	X
	N/A
	I

	
	Collaboration 
	X
	N/A
	I

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	
	N/A
	

	
	
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - Please select: 
#BASIC 
#STANDARD 
#ENHANCED
#ENHANCED & CHILDRENS BARRING LIST CHECK
#ENHANCED & ADULTS BARRING LIST CHECK
Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 

# Service area to delete as necessary.
	
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	X
	N/A
	AF(after short listing)
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