
	


OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Digital Communications Executive



	Directorate:  
	Resources
	Division/Section: 

	Communications

	Grade:  

	4
	JE Reference:
	11102




	Job Purpose


	To support the Communications team with the creation of external and internal digital activity, including video content, social media assets, nfographics, digital newsletters and engaging artwork and assets to use both online and in the real world
To learn and develop skills and contribute to day-to-day work of team adopting a positive, flexible and committed approach to working with colleagues and taking on new tasks


	Key Tasks


	To contribute to a range of Communications service digital and design activities, developing new technical and workplace experience and skills and delivering specific tasks

To provide practical support and deliver tasks for specific projects, with development support, eg: 
· Create digital and social media content – filming, editing and publishing 
· Design of products such as leaflets, social media assets, posters as briefed
· Research and analysis of various digital platforms and social media data
· Communications and marketing campaigns, both internal and external
· Publications and newsletters, both online and in print
· Administrative and practical support for events, print/production, and general team requirements



	Standard Duties:




	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


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




	Contacts: 




	Relationship To Other Posts in the Department:




	[bookmark: _Hlk95121094]Responsible to:  

	Corporate Communications Manager

	Responsible for:
	N/A



	Special Conditions:  None




	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves.

	We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 

More information about our Corporate Plan and our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.





	
	DATE
	NAME
	POST TITLE

	Prepared
	March 2024
	Jeni Harvey
	Head of Communications and Research

	Reviewed
	April/June 2024 Reviewed and rewritten 
	David Rose
	Interim Head of Communications and Research

	Reviewed and amended
	September 2024
	Smyth Harper
	Interim Head of Communications
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OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title: Digital Communications Executive

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Degree or other relevant qualification in communications or journalism, or at least one year’s in-house or agency experience.

	Digital / design qualification or evidence of some specialist training in use of relevant design/digital software and/or apps, Mac (or PC) or similar

	Application

	
Experience

	Experience in using social and digital media channels and/or design software to create content in an educational, workplace or personal capacity

Proven interest and experience in digital communications and/or graphic design 

	Experience of creating content for communications campaigns
	

	
Skills & Abilities

	Ability to communicate effectively via written and verbal means and work in a team environment

Flexible approach and committed attitude including to learning and developing new skills, and to working in busy Council service

Attention to detail, accuracy and ability to understand written and/or verbal instructions and work professionally to complete tasks

	Organisational skills including understanding priorities and working effectively


	

	
Knowledge

	Competent user of common IT software such as Microsoft Office, Adobe Creative suite, and hardware (Apple or PC)

Ability to learn to use design software, marketing campaign management tools, social media management tools, content management systems and image and video editing tools

	Systems knowledge of software including the Adobe Creative suite and Microsoft Office packages


	

	
Work Circumstances

	Able to work flexibly to meet the demands of the service 
	Able to travel to various locations across the borough

	



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, those who have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.
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