Thame Town Council

Job Description

Job Title:

Communications & Events Officer
Reports To:

Community Services Manager
Job Purpose:
The postholder will creatively use various multi-media and social platforms to engage with residents, businesses, and visitors to communicate the Council’s visions, plans and decisions as well as promote local events and initiatives through Thame Town Council’s website and social media accounts.


To provide effective, efficient administrative support as part of a small, dedicated team and to the Community Services Manager. 
Main Duties

1. To promote the business of the Town Council by managing and editing the website, designing publications, signage, posters, drafting and distributing press releases using traditional publications and/or digital media. Working with the Information Centre Officer in collating and distributing a weekly e-newsletter.
2. To promote community engagement by building relationships with organisations and key stakeholders as part of the public engagement process including Thame Good Neighbour Scheme, Residents Associations, and the voluntary sector. 
3. To monitor and execute all forms of social media requirements and keep the Community Services Manager informed of any issues relating to the work of the Town Council. 
4. Monitoring and responding to feedback from all other forms of media and the public about the council on traditional publications and digital channels.

5. Recording media coverage and managing the data to measure the impact of publicity campaigns on audience engagement, in addition to consultations. 
6. Working with the management team to create and deliver a communication strategy.

7. To maintain high standards of work and performance with a creative mind and a keen eye for detail. The ability to communicate effectively at all levels, with the community, councillors, staff, and other stakeholders to ensure clarity and transparency.
8. To assist with the management and operational requirements of numerous community events that may be outside normal working hours, such as themed markets, annual fairs, Christmas in Thame, and Civic Receptions. 
9. To undertake work delegated by the Community Services Manager to achieve the objectives of the Town Council.
10. To play a flexible role as part of a small administrative team in the smooth running of the operational services of the Town Council.  Whilst this role is not responsible for taking minutes at council meetings, cover will be required during absences.  Meetings are outside of the normal working day.
11. To provide a customer-focused facility in which enquiries are managed in an efficient, courteous, and competent manner. The post holder will be required to play an active role in the Information Centre which includes staff absence and lunchtime cover.
12. To be aware of and follow all the policies and procedures of the Town Council.
13. To assist with the continuous improvement of systems and processes to ensure efficiency and best practice. 
14.  As part of your continued professional development undertake training as and when required.
This job description will be supplemented by annual targets, which will be developed in conjunction with the post holder.  This job description will be subject to regular review and the Town Clerk reserves the right to add to the duties listed, amend the character of the position or the level of responsibility. 

