
	


OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Communications Officer



	Directorate:  
	Resources 
	Division/Section: 

	Communications

	Grade:  

	6
	JE Reference:
	9600




	Job Purpose


	To help manage and enhance the reputation of the council internally and externally through the effective delivery of communications activity, messaging and campaigns.
 
To work with the Communications Manager and other colleagues to drive and deliver the Council’s internal and external communications strategy, working with colleagues across services to create and share engaging and quality content as part of an outcomes-focused, two-way multi-channel communications approach which contributes to successful transformation, staff culture, and organisational development programmes.
 
To work with staff across the Communications service disciplines to deliver effective communications outputs in support of corporate activity, including lead responsibility for delivery of some key channels and approaches including e-newsletter writing, production and distribution, and event management and organisation for internal and civic events. 
 
To support the Senior Communications Manager with tasks and ongoing work and contribute flexibly to communications, administrative and support tasks as required by the Assistant Director of Strategy and Public Affairs. 



	Key Tasks


	[bookmark: _Hlk219195971]To deliver high-quality core products and outputs across internal and external communications, which meet strategic objectives.  
 
To support development and delivery of modern, proactive and creative multi-channel communications strategies to achieve corporate objectives and priorities, and to lead development of specific campaigns end-to-end working with colleagues across services.  
 
To use staff and resident insight to shape effective messaging and activity and use evaluation techniques to monitor success of activity and return on investment on all spend, undertaking ongoing monitoring, evaluation and producing reports as required. 
 
To deliver internal and external communications products, undertaking planning, research, copywriting and production of internal and external e-newsletters, intranet content, video content, photography and offline communications products as required, maintaining a high standard of quality and accuracy. 
 
To support and where appropriate lead event management including planning, project management, internal and external stakeholder liaison, organisation and all elements of delivery including administrative tasks, budget, data management and in-person presence and involvement at events 
 
To work effectively with Communications service colleagues to commission, co-develop and create high quality communications content and products 




	Standard Duties:




	
1.
	
To actively promote Equality, Diversity and Inclusion 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 the delivery of our Corporate plan.


	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: 
Senior Officer and other staff across the Council, Elected Members, Partners, Community and Voluntary Groups, members of the public. 



	Relationship To Other Posts in the Department:




	[bookmark: _Hlk95121094]Responsible to:  

	Senior 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
	15/12/25
	Gemma Killackey
	Senior Communications Manager - Corporate

	Reviewed
	
	
	

	Reviewed
	
	
	


[bookmark: _Hlk126827677]
OLDHAM COUNCIL

PERSON SPECIFICATION


Job Title: Communications Officer

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	Degree in communications or relevant field or equivalent experience 
 
Evidence of continuous professional development  

	Membership of professional body, eg CIPR, PRCA 

	Application

	
Experience

	Experience of delivering internal communications content, products and campaigns in-house for a large, complex organisation in the public sector and/or private sector 
 
Experience of managing and delivering content for channels in a large, complex organisation across channels including e-newsletters and other digital communications such as intranet and website content, and events 
 
Experience of monitoring, evaluation and reporting of communications strategy and campaigns against agreed objectives, budget and metrics 
 
Demonstrable experience in delivering some or all elements multi-channel campaigns that make a demonstrable difference and achieve clear outcomes  
 
Experience of supporting and delivering events for internal and / or external audiences 
 
Experience of monitoring and where appropriate managing project and annual budgets for communications campaigns and projects 
 
	Wider professional communications experience gained outside Local Authority environment 
 
Experience in developing and delivering campaigns for internal and external audiences 
 
Experience of delivering internal communications for an organisation with a wide range of job roles and skills at different levels 
 
Understanding of requirements to handle sensitive and confidential information  
 
	Application & interview

	
Skills & Abilities

	Ability to deliver a range of core communications activities including copywriting, video content, events 
 
Skilled at implementing key digital / online communications products such as e-newsletter software and databases 
 
Ability to organise and manage specific communications projects and build effective working relationships with colleagues across departments and services  
 
Good oral and written communication skills with the ability to produce clear, concise content in plain English 
 
Project management, administrative and organisational skills including event organisation  
 
Interpersonal skills and ability to manage and work effectively with colleagues and external stakeholders and contacts 
 
Ability to retain calm, assured and professional when under pressure, for example during crisis communications events 
 
	Ability to develop and deliver creative and pragmatic low cost communications approaches  
 
Understanding of communications risks, taking into account political drivers and influences  

	Application & interview

	
Knowledge

	Knowlegde of communications approaches and principles  
 
Understanding of the politically sensitive environment in which local authorities operate, including the role of locally elected politicians 
 
Knowledge of relevant software and systems required to deliver effective communications activity such as enewsletter production, video editing, databases 

	Knowledge of media law  
 
Understanding of developing campaigns and solutions to specific needs 
	Application & interview

	
Work Circumstances

	Able to travel to different sites across the borough  
 
Occasional evening and weekend work when required 
 
May be required to be part of the out-of-hours on-call communications rota 


	
	Interview



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

[bookmark: _Hlk190765446]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, 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.

