JOB DESCRIPTION

	POST TITLE:
	Communications and Marketing Officer

	POST NO:
	
	SERVICE UNIT:
	Lynton & Lynmouth Town Council

	JOB PURPOSE:  

· To generate and deliver positive, informative community information on Town Council activity
· To manage and  grow the Town Council’s social media presence across key platforms
· To produce a regular (monthly/bi-monthly) paper newsletter for distribution to residents
· To actively market and promote the Town Hall as a venue for community events, celebrations and private hire generating revenue towards its upkeep
· To provide regular/seasonal market events in the Town Hall raising funds for hall maintenance
· To support the delivery of community services by the Town Council.


	POSITION IN ORGANISATION:      Communications and Marketing Officer
Number Directly Supervised:        Staff:   0      Manual:  
Immediate Supervisor (post title):    Town Clerk/Proper Officer


	POST CLASSIFICATION (tick one box):


	Director in Charge
	Exec. Director
	Head Major Division
	Senior Managem’t
	Middle Managem’t
	Junior Managem’t
	Supervising Small Section
	No Supervisory Responsiblty

	
	
	
	
	
	
	
	(

	MAIN DUTIES (briefly summarise principal duties. Do not list every task):
· Liaison with Town Clerk, Town Hall Supervisor and Secretary to determine Council future events programme for budget and business planning;

· Planning, designing and managing completion of events authorised by Council;

· Ordering necessary materials for the various events, keeping within approved estimates of income and expenditure;

· Meeting with event providers and contractors as required on various tasks;

· Producing and distributing a regular newsletter for the community

· Planning and delivering regular and seasonal markets in the Town Hall



	SKILLS, KNOWLEDGE AND EXPERIENCE:             Minimum Time on Job:  
· Proven practical ability in event management and delivery
· Demonstrable communication skills and ;

· Background in fundraising and marketing;

· Abilities to plan several concurrent tasks with financial requirements set against limited budget;

· Awareness of H & S and event management legislation




	PROBLEM SOLVING, COMPLEXITY AND USE OF INITIATIVE:
· An innovative imaginative enquiring mind with a practical approach to solving challenges;

· Able to assimilate many pieces of information and decide priorties and the correct order of completion;

· Capable of receiving strategic instruction and delivering tactical solution;

· Takes complex issues and breaks them down into pragmatic tasks with positive outcomes;

· Competent in advising Council on options with clear practical solutions;



	DECISIONS, LEVEL OF ADVICE AND IMPACT:
· Able to make decisions within Council parameters;

· Competent to advise Council and officers where personal expertise and experience is strong;

· Authorised and capable to take financial decisions within regulations and budget;



	OPERATIONAL RESPONSIBILITY:
· Day to day promotion of Lynton & Lynmouth Town Council, the community and events;

· Ensuring events and correspondence materials represent Council on frontline, public facing professional individual upholding Council values;



	WORKING CONDITIONS:
· Predominantly working inside and on line;

· ;



	COMMUNICATION:  (INTERNAL   70 %     EXTERNAL  30 %)

· A strong communicator able to converse at necessary levels to maintain staff direction and compliance whilst interacting with public, contractors and suppliers alike



	Officer's Signature ..........................…………….........…....….................….......…........   Date .........….....…............



	Supervising Officer's Signature ............……………..…............................…...............   Date ........…..…...............



	Business Unit Manager's Signature ..........................…............................…..............   Date .......…….........…......




Post Last Evaluated:


