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	Job Title  :  Project and Communications Manager [Children] (12 month fixed-term contract) 


	Directorate  :   Chief Executives 
	Division/Section  Communications Team 


	Grade  :  Grade 7,  SCP 33-38 Up to £34,106 



	Job Purpose   

Oldham Council is a borough with a transforming reputation and a plan. 

We are ambitious for everyone and a key part of that is our focus on ensuring all our children are school ready, work ready and life ready. 

This fixed-term contract role is to oversee a project to put the voice of the child at the heart of all our future organisational communications and planning. This will include looking at what children need and what gets in the way of their lives and prospects at home, school, in their communities, schools and colleges.   

It will mean reviewing all our existing communications, working alongside a range of stakeholders, implementing key new campaigns, and assisting in creating a culture where children’s concerns and views really make a difference in shaping outcomes.  
This will mean working alongside the Communications Team to implement strategic communications interventions and activity. You will need to build strong and effective relationships with senior managers and politicians – offering advice and guidance on reputational issues, developing key messages and supporting the development and delivery of their strategic plans. 

You will need to design and deliver campaigns and activity to meet the strategic requirements of the organisation ensuring all activity is evaluated to determine return on investment.  

Experience of stakeholder management and a communications environment is essential. Experience in project management would be desirable. 




	Key Tasks



	1. 
	To work with appropriate senior leaders to design, develop and deliver appropriate communications and marketing strategies, activity, campaigns and material to enable the organisation to meet its objectives. To ensure that this activity is developed in line with the organisation’s policies, procedures and is in line with our corporate brand and narrative. 



	2. 
	To provide a dedicated advisory service to senior managers and political leaders regarding reputational issues in their area and to monitor, report and manage any actual or potential  reputational issues through the use of effective local and national media monitoring, customer insight and feedback. 



	3. 
	To create fully integrated marketing strategies for campaigns, whether short, medium or long term. using the ROSIE (Research, Objectives, Strategy, Implementation and Evaluation) model, agreeing objectives with clients and reporting progress on a monthly basis to clients and senior management.



	4. 
	To work as part of the Communications leadership team to support the development and delivery of the council’s overall communications and marketing strategy and to contribute to forward planning documents e.g. maintaining the team’s online forward plan of activity for your area . 


	5. 
	To build positive relationships with stakeholders and to create accurate and appropriate messaging, press releases, briefings and events to deliver the directorate and council’s objectives.  



	6. 
	To proactively protect and enhance the council’s reputation, spotting good news opportunities, ensuring a proactive response to negative coverage and influencing media contacts to prevent any spurious or inaccurate reporting of council activity.



	7. 
	Responsible for fully understanding and abiding by the council’s procedures when responding to critical incidents and emergencies to ensure the effective publication of appropriate messages and information. 



	8. 
	To work with the Head and Assistant Head of Communications to ensure the council’s core communication channels reflect and promote the key campaigns and messages outlined for this project, and to contribute appropriate copy to enable this to happen.  



	
	

	9. 
	To build positive relationships with key stakeholders in your area of responsibility – ensuring they are aware of and comply with the council’s communication and marketing procedures and that all marketing and communications activity required is carried out in-line with our corporate communications strategy, narrative and our brand. 



	10. 
	To identify, allocate and manage directorate communications and marketing spend to ensure best value and that all spend complies with organisational procurement rules. Reporting spend against this budget regularly to appropriate Executive Directors and Directors.



	11. 
	Manage the day-to- day delivery of the project marketing and communication plans ensuring all activity is on track in terms of time and budget, that evaluation is carried out and progress is reported to both the relevant directorate and Communications management teams.



	12. 
	To lead on activity to monitor and evaluate the success of campaigns and activity produced by the project and partners through qualitative and quantitative research and consultation techniques.



	13. 
	To lead by example in accurately interpreting, translating and writing a range of material in suitable formats for a variety of audiences – producing creative and innovative copy for print and digital publication and ensuring all material is developed in line with our corporate tone, narrative and brand. 



	14. 
	To build relationships across your area of responsibility to ensure that content and online services on the council’s website (s) and intranet are resident focused, accurate, up to date and reflect the council’s tone of voice and agreed approach to digital services. 



	15. 
	To strictly observe legal and regulatory requirements, particularly the Code of Recommended Practice on Local Authority Publicity.



	16. 
	To play a key role in championing the organisation’s values and behaviours at all times. 



	17. 
	To deputise for the Head or Assistant Head of Communications and other members of the leadership team when necessary. 




	Standard Duties

1.   To be responsible for the health and safety of employees and others, ensuring that all statutory
  requirements are met and Council policies adhered to.

2.   To actively promote the equalities and diversity agenda in the workplace and in service delivery.

3.   To uphold and implement policies and procedures of the Council and directorate including customer
  care and health and safety policies.

4.   To undertake continuous professional development (CPD) and to be aware of new developments,
  legislation, initiatives, guidelines, policies and procedures, and to ensure the team are informed
  appropriately. 

5.   Undertake any additional duties commensurate with the level of the post.



	Contacts                              

Local, regional and national media

Chief Executive

Executive Directors

Senior Officers

Other staff across the  Council

Council Leader

Elected Members

All LSP partners

Relevant external agencies, organisations and businesses

Other Local Authorities



	Relationship To Other Posts In The Directorate :



	Responsible to:


	Assistant Head of Communications

	Responsible for:
	n/a


	Special Conditions                 




	
	DATE
	NAME
	POST TITLE

	Prepared


	March 2018 

	
	

	Reviewed


	
	
	

	Reviewed


	
	
	


OLDHAM COUNCIL
PERSON SPECIFICATION

Job Title: Project and Communications Manager [Children] (12 month fixed-term contract)
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	
	
	
	Essential
	Desirable

	Education and Qualifications


	Appropriate degree or equivalent (e.g. journalism, marketing or CIM/CIPR qualifications). 

Evidence of continued professional and personal development.

	
	AF/I

AF/I
	

	Experience


	Proven track record of strategic marketing and communications management and practice across a wide range of communications disciplines (PR, media, events, digital, social media, market research, evaluation)

Demonstrable experience of how marketing and communications activity can enhance reputation and ensure strategic organisational goals and objectives are met. 

Experience of working successfully with a variety of press and media contacts, local, national and trade, both developing proactive relationships and managing unanticipated media crisis reactively. 
Experience of managing organisational reputation in a crisis situation.

Experience of handling sensitive and confidential information and making judgements about how best to utilise that information to manage the organisations reputation.
Proficient in English with excellent copywriting and proofreading skills and exceptional attention to detail. 

Experience of web content management systems and databases to enable effective management of online content.

Experience of managing clients and account management with senior managers.

Experience of working in a political environment and working closely with political leaders. 

Experience of working in a partnership environment to deliver joint activity and campaigns. 

Experience of successfully developing two-way communication channels with both staff and the public.

Experience of successful project management.

Experience of managing budgets and following financial regulations. 

Experience of working under pressure, prioritising projects to meet tight deadlines and multi-tasking as appropriate. 


	Experience, knowledge and use of media law


	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I
	AF/I

AF/I

	Skills and Abilities
	Excellent organisational, communication and interpretation skills required to act as 
account manager for key areas of council business. 
Ability to build strong relationships and to persuade and influence senior stakeholders on sensitive issues. 

Ability to demonstrate the resilience and confidence needed to deal effectively with the stakeholders on challenging and sensitive issues.
Excellent creative skills with the ability to develop innovative and effective communication and marketing concepts
Demonstrates exceptional attention to detail and accuracy in their work.
Excellent copywriting skills with ability to adapt style to suit different communication channels and audiences.
Ability to self manage, working on several projects concurrently.

An ability to work on own initiative as well as part of a team.

Excellent time management and organisational skills with the ability to deal with a demanding and varied workload, managing competing deadlines under pressure and to switch priorities at short notice.
Proficient in MS Word, Excel and Powerpoint 


	
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I
	

	Knowledge


	Working knowledge of the council brand and guidelines

Knowledge of the politically sensitive environment in which local authorities operate, and particularly the role of locally elected politicians and the council’s decision-making processes
Excellent knowledge of current best practice and the latest thinking in relation to communications and marketing practice. 

	
	AF/I

AF/I

AF/I
	

	Work Circumstances


	Occasional evening and weekend work.

A demonstrable commitment to personal development.
	
	AF/I

AF/I
	


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.

