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POSITION 

DESCRIPTION

Our organisation prides itself on getting results, training and development, valuing diversity,

community partnerships and excellence in customer service.

	Position Title:  
	Communications Officer
	Department:
	Integrated Planning and Reporting

	Reports to:
	Integrated Planning and Reporting Manager


	Subordinate Positions:
	Nil

	Classification:
	Band 3 Level 1 Grade 10, Step 1 $1,150.45 – Step 3 $1,236.75 depending on qualifications and experience 
	Additional Benefits:
	9.5% Superannuation 
Rostered Day Off

Uniform Allowance


	Basis of Employment:
	Permanent Full-Time 35 hours per week 

	
	

	Employment Condition:
	Local Government (State) Award 2017
	Vacancy Ref:
	


POSITION OBJECTIVE

To deliver a range of communications functions in the areas of media, events and internal and external communications that meets the needs of users and stakeholders, and that furthers the communications aims and objectives of Moree Plains Shire Council.

ACCOUNTABILITIES

This position is accountable for:

· Researching, drafting, proof reading, coordinating, obtaining approval and distributing media releases, newsletters, social media responses, content for Council’s website and advertising and promotional materials.
· Administering Council’s social media presence to help foster a positive image of the organisation and the Shire.
OBLIGATIONS TO THE ORGANISATION

You are required to cooperate with Council in order to comply with legislative requirements under the Work Health and Safety (WHS) Act 2011, Work Health and Safety Regulations 2011 and model Codes of Practice, NSW Anti-Discrimination Act 1977, and the Moree Plains Shire Council Code of Conduct and the Local Government Act 1993.

To actively assist Council in ensuring that it complies with the requirements of the Government Information (Public Access) Act 2009 (the GIPA Act) and the Privacy and Personal Information Protection Act 1998 (PPIP Act). 
DUTIES

Duties shall include, but not be limited to, the following:

MEDIA

· Uphold and promote content quality standards, and help shape and maintain consistent writing style and voice across Moree Plains Shire Council 
· Work with cross-functional teams and subject matter experts to identify potential storylines and copy for publication
· Gather information from diverse sources and assess news value and/or potential impact of Moree Plains Shire Council events and projects for target audiences
· Prepare, coordinate, obtain approval and distribute media releases, newsletters and Council Clipboard, social media posts and other communication materials
· Update content on Council’s webpage
· Develop content for marketing materials such as information sheets, brochures and pamphlets for distribution to the public

· Respond to media enquiries when these are directed to the Communications Officer, to ensure the appropriate and duly authorised spokesperson of Moree Plains Shire Council is identified and appropriately responds 
· Assist the Integrated Planning and Reporting Manager in the production of videos promoting the interests of Moree Plains Shire Council or otherwise in accordance with the endorsed Community Strategic Plan (from time to time) 
· Act as Moree Plains Shire Council’s official photographer at key events and functions
· Monitor traction of Council communications and identify and monitor other key topics in local and regional media.
SOCIAL MEDIA

· Develop relevant and appropriate content for Council’s various social media platforms

· Take a lead role in administering Moree Plains Shire Council’s official Facebook page(s) in accordance with the Social Media Policy (from time to time) by monitoring the page(s) for inappropriate posts, responding to posts in accordance with the agreed service level including providing customer service responses or obtaining approval (as required) from subject area experts for more specific responses
· Provide effective, fast communication channels during times of crisis
· Monitor public sentiment on matters of concern to Council and provide the Integrated Planning and Reporting Manager with details of such matters

· Accurately record customer requests posted on Facebook or through private messages on Facebook as required in Council’s Customer Request Management System and/or Records system
· Report on effectiveness of social media posts.
GENERAL

· Provide administrative support to the Integrated Planning and Reporting Manager and perform any other duties in line with the role, as requested by the Integrated Planning and Reporting Manager
· Decorate and maintain Max Centre Arcade Windows in accordance with the promotional calendar
· Arrange the placement of banners and flags in Balo Street in accordance with the promotional calendar
· Attend team and other meetings as required

· Cooperate with Council and assist the organisation in complying with its obligations under the Work Health and Safety (WHS) Act 2011, Work Health and Safety Regulations 2011 and the Workplace Injury Management and Workers Compensation Act 1998
· Comply with Council’s WHS policies and procedures with specific responsibilities attached
· Promote workplace harmony through positive interaction, teamwork and multi-skilling; promote a happy and co-operative working environment in accordance with Council’s Code of Conduct
· Project a friendly and professional approach at all times
· Use Council’s electronic document management system to access and retain Council records

· As a Council officer, the incumbent is required to discharge their duties and make decisions in accordance with Council policies and procedures. 
SELECTION CRITERIA
Essential Criteria

· Relevant Tertiary Qualifications at Undergraduate Degree Level or higher with sound experience in writing for the web, journalism or communications

· Current Class C Drivers Licence
· Excellent command of spoken and written English

· Excellent interpersonal skills, including written and verbal communication skills, dispute resolution and problem solving abilities
· Strong writing, editing and proofreading skills with exceptional attention to detail in relation to spelling, grammar, punctuation and consistency
· Experience in layout, design and publishing activities
· High level of research, report writing and presentation skills with attention to detail
· Excellent media skills, with the ability to liaise with the media
· High level of computer literacy and ability to effectively operate media equipment such as camera and video camera

· Excellent organisational skills, with the ability to exercise judgement in prioritising issues and tasks

· Self motivated, with the ability to work both as a team member and unsupervised
· The ability and commitment to maintain confidentiality.
Common Criteria
· Hold a WHS General Construction Induction Card.

· Be prepared to work under Council’s Policies and procedures including Work Health and Safety, Equal Employment Opportunity and Code of Conduct.

· Demonstrated commitment to reconciliation, and to working constructively and respectfully with Aboriginal and Torres Strait Islander individuals and communities.

· Be willing to commit to further training and development, as required and supply a Unique Student Identifier code. (This can be obtained at http://usi.gov.au/create-your-USI/Pages/default.aspx).

Desirable Criteria
· Sound knowledge of local government and/or administrative practices and policies.
PLEASE NOTE:

· As an employee of Moree Plains Shire Council (MPSC) you will be required to fully comply with MPSC’s drug and alcohol policy and procedures. Your Council induction will include the requirements of these documents.

· Non-Australian applicants for all positions with Moree Plains Shire Council must be eligible for an Australian Working Visa.

· All employees of Council are required to hold a NSW Construction Induction Certificate
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