

SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB DESCRIPTION
A
JOB IDENTIFICATION
	JOB TITLE


	Communications officer

	POST REF
	EF00063

	GRADE
	Band E

	REPORTS TO


	Lead Manager Communications – Media & Public Affairs

	DIRECTORATE


	Communications department

	UNIT 
	Media and Public Affairs

	LOCATION(S)                            


	Flexible 



	CONTRACT STATUS
	Permanent, full time

SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.


B.  
MAIN PURPOSE OF THE JOB

	· To develop and deliver communications policies, strategies, programmes and services in support of SEPA’s objectives.
· To provide expert advice on communication issues.



C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	Working with communication colleagues and partners:
· develop, deliver and manage communications policies, strategies and activities (internal and external)

· represent the unit and its functions on editorial boards, project boards etc.

· manage delegated communication budgets effectively

· liaise effectively with internal and external stakeholders
· promote corporate communication standards and policies

· provide training, and input to training, on communication skills
· provide tactical communications advice

· contribute to website content and strategy

· deliver internal communications activities
· deliver customer care and stakeholder engagement activities
· deliver emergency planning and crisis communication activities.
Develop and manage service contracts, including

a) market research, advertising, campaign management, other research and survey, specialist consultancy and product development.

b) design and print, distribution, display and presentations, events, market research, other research and survey, specialist consultancy and product development.

c) media monitoring, distribution, advertising, market research, other research and survey, specialist consultancy and product development.

Develop and manage delivery of corporate resources, including:

a) education, campaign and information materials and resources

b) photo library, displays, presentation materials and other brand/identity elements

c) corporate information

A)

· Develop, deliver and manage corporate education policies, strategies, programmes, activities, events and services to agreed standards with colleagues and partners.

· Develop and deliver major corporate campaigns to agreed standards with colleagues and partners.

B) 

· Develop, deliver and manage design, print and distribution policies, strategies, programmes, activities and services to agreed standards with colleagues and partners.

· Develop, deliver and manage events management services to agreed standards with colleagues and partners.

C)

· Develop, deliver and manage internal and external issues management policies, strategies, programmes, activities, events and services (including media relations) to agreed standards with colleagues and partners.

· Develop, deliver and manage publicity strategies (in support of SEPA objectives) to agreed standards with colleagues and partners.


	30
10

10

40




D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS

	Internal

· Communication colleagues

· Corporate management team and other senior staff

· Colleagues commissioning, or requiring, communications support 

· Colleagues required to deliver communications priorities

· Project boards

· Human resources

· Web team

· SCC

· Information management team

· Boards

External

· Contractors/suppliers

· Communication counterparts in partner organisations

· Scottish Executive

· Other public sector organisations and institutions

· Senior representatives of industry, campaign and other stakeholder groups

· Politicians

· Media

· Community groups and wider public

· Relevant UK and international organisations




E.
DIRECT REPORTS
	None


Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge
(3) Routine but detailed knowledge

(4) Broad understanding

Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely:


	Knowledge of SEPA as a whole, its component parts and its linkages.


	3
	Knowledge of SEPA as a whole, its component parts and its linkages.


	2

	Scientific/Technical

Namely:


	Communications strategies and methods:

a) education and campaigns

b) public relations (esp media relations)

c) publications, design and events


	2
	Communications strategies and methods:

a) education and campaigns

b) public relations (esp media relations)

c) publications, design and events
	1

	Managerial

Namely:


	Project management skills


	3
	Project management skills
	2


	Legislation

Namely:


	Information legislation

Other specialist non-environmental legislation


	4
3
	Information legislation

Other specialist non-environmental legislation


	3
2

	Other 


	Environmental issues and principle legal mechanisms

Knowledge of key stakeholders, policies, structures and priorities in specialist areas


	4
3
	Environmental issues and principle legal mechanisms

Knowledge of key stakeholders, policies, structures and priorities in specialist areas


	3
2


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	Degree or equivalent (experience and professional qualification)


	
	Higher degree or additional PR,  publishing,  design, education, information or other communications qualification.

	HNC/HND qualification
	Yes
	

	Professional qualification


	No
	Yes

	Membership of professional body


	No
	Yes


3) EXPERIENCE REQUIRED

Indicate the type and likely length of experience essential or desirable to do this job
	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	a) education and campaigns

b) public relations (esp media relations)

c) publications, design and events


	2
	a) education and campaigns

b) public relations (esp media relations)

c) publications, design and events


	3

	People management experience


	
	
	
	

	Budgetary administration experience


	Project and budget administration 
	1
	Project and budget administration 
	2

	Use of equipment and systems (please specify)

	MS office, internet and email applications

Graphic design applications and methods (designers only)
	2
2
	MS office, internet and email applications

Graphic design applications and methods (designers only)


	3
3

	Other (please specify):


	Use of internet, video and other communication technologies

Partnership working and interdisciplinary skills


	1
1
	Use of internet, video and other communication technologies

Partnership working and interdisciplinary skills


	2
2


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication
Namely:

High standards in these skills are essential, as the posts are required to set standards for rest of SEPA and to provide training, e.g. 
· Produce materials for education, campaigns, publicity etc.


	2
	1

	Report writing

Namely:

High standards in these skills are essential, as the posts are required to set standards for rest of SEPA and to provide training, e.g. 

· produce internal reports, proposals, strategies etc. 


	2
	1

	Oral communication

Namely:

High standards in these skills are essential, as the posts are required to set standards for rest of SEPA and to provide training, e.g. 

· source information and negotiate service delivery (internally and externally)

· represent SEPA to the media


	2
	1

	Presentations

Namely:

High standards in these skills are essential, as the posts are required to set standards for rest of SEPA and to provide training, e.g. 

· give presentations (internally and externally)
· represent SEPA to the media
	3
	2


Communications Officer
Generic Job Description 2005 

Approved by director prior to restructure March 2005
THIS DOCUMENT IS UNCONTROLLED WHEN IN HARD COPY OR STORED IN ANY ELECTRONIC FORMAT OTHER THAN IN THE BUSINESS MANAGEMENT SYSTEM.

Printed by: <insert name>

Date Printed: <insert date>

