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	Role Title	
	Communications – Apprentice  

	Job Family
	Communications

	Competency Level
	All Colleagues

	Scale
	Apprenticeship Level 4 (21-Month Contract)

	Role Accountabilities
	End Results/ Outcomes	

	Purpose of the job
	1.	Working with the communications and campaigns team to deliver high-quality content across a range of digital platforms.
 
2.	Create and use video and imagery to communicate key council priorities and initiatives in a clear and engaging manner. 

3.         Collaborate with residents, council staff including senior management and councillors, and external partners to identify opportunities to promote council projects and initiatives. 
 
3.	You will be studying towards a level 4 qualification as part of your apprenticeship. You should expect around 20 per cent of council your time to be spent on this.


	Service specific 
	1.	Work with a variety of council departments to create proactive media content, to incorporate video, photo, and digital content.

2.	Schedule and produce engaging social media content across a range of platforms, including but not limited to Twitter, Facebook, Instagram, and Nextdoor.

3.	Learn to use media monitoring systems to create regular reviews of media coverage and social media output, and some web content management.

4.	Help in producing regular printed resident-focused newsletter the Waltham Forest News as well as regular e-newsletters for residents and partners.

5.        Good people skills – the ability to work with and gain the confidence of senior management, elected representatives, members of the community and external partners. You will need good inter-personal skills as well as strong digital knowledge. 

6.         Assist in planning, delivering, and evaluating campaigns. 

7.	Document all work using required standards, methods, and tools.


	Nature of Contacts 

	Involves supporting the Communications and Campaigns team, internal customers, stakeholders, residents and businesses and third parties to ensure the reputation of the Council is protected and enhanced. 

Daily interaction with Media Manager to unblock issues/challenges, advise on solutions, and support learning. 

Deal with people at all levels confidently, sensitively and diplomatically.

	Procedural Context

Acts within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-today problems without always referring to others.   

Decisions will be made based on council processes.

Comply with all Council policies and procedures.


	Resourcing
Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil

	Technical Experience / Skills / Knowledge 
· Communicates effectively in reports and via emails. 
· Good knowledge of social media platforms and best techniques for producing engaging content across each. 
· Good awareness of UK and London media and social media landscape. 
· Good digital skills, with ability to handle media management systems, video and photo editing systems, and content management systems. 
· Confidence in producing video and photography content. 

Autonomy
· Works under routine direction. 
· Uses limited discretion in resolving issues or enquiries. 
· Works without frequent reference to others.

Influence
· Interacts with and may influence immediate colleagues. 
· Will have some contact with media, suppliers, and partners. 

Complexity
· Performs a range of work activities in varied environments. 
· May contribute to routine issue resolution.

Business Skills
· Understands and uses appropriate methods, tools and applications. 
· Demonstrates a rational and organised approach to work. 
· Identifies and negotiates own development opportunities. 
· Is able to work in a team. 
· Is able to plan, schedule and monitor own work within short time horizons. 
· Absorbs new information when it is presented and applies it effectively.

	Indicative Qualifications
· Level 2 functional skills in English and Maths, or GCSE grade C (4/5 in new grades); Graduate degree, or some skills and experience in communications

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities, which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder. It will be subject to regular reviews and the Council reserves the right to amend or add to the accountabilities listed.
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