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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Communications Officer




(Three year fixed term contract)
SALARY: 


£22,077 - £24,861
LOCATION:


Dingwall 
RESPONSIBLE TO:
Marketing and Communications Manager
JOB PURPOSE:
The role will focus on developing and implementing a Digital Communications Strategy for High Life Highland (HLH) to ensure that the use of social media is maximised and integrated throughout the company.  The post holder will also support the delivery of the wider HLH Communications Plan.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To lead on to the development of a Digital Communications Strategy for HLH to support the achievement of the vision, aims and objectives of the company.
2. To lead on the implementation of the strategy across all services within HLH.
3. To lead on the development and implementation of a training package for the roll out of the strategy to HLH staff.

4. To ensure that the use of social media is company wide and supports the ‘Know, Keep and Grow’ approach within the Marketing and Communications Plan for 2015 to 2019.
5. To utilise web analytics tools to support the evaluation, development and promotion of the HLH website and social media presence.
6. To provide training on the Content Management System.
7. To produce a monthly online communications report to demonstrate success.
8. To act as first point of contact for web related queries.
9. To keep up to date with latest developments in Social Networking to maintain the perception of High Life Highland being ‘leading edge’ in the use of digital communications.
10. To ensure website content is regularly refreshed and is accurate, relevant and meets brand guidelines.

11. To ensure Search Engine Optimisation (SEO) of content and develop relationships with social media ‘influencers’ in the Highland area.
12. To support services in increasing their use of email marketing.
13. To lead on media monitoring activities.
14. To support the implementation of the HLH Communications Plan to ensure effective and ongoing communication with external and internal customers of the company and its services.

Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
 
8th June 2015
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:


Communications Officer
LOCATION:


Dingwall 
ESSENTIAL ATTRIBUTES:


1. EXPERIENCE 
· Experience of working in the fields of marketing, communications, IT, social media or public relations. 

· Experience of writing for a range of audiences and using different media, including news releases, corporate publications and online audiences. 

2. EDUCATION AND QUALIFICATIONS

· Educated to degree level with emphasis on marketing, communication, IT, social media or public relations. 
3. SKILLS/ATTRIBUTES GENERAL

· Excellent written and verbal communications skills, including a high standard of written English. 

· Ability to influence, negotiate and communicate effectively.

· Able to act on own initiative and to impact positively on other people.
· Ability to manage workload, arranging priorities to meet strict deadlines.

4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Experience of website development and maintenance.  

· Experience in the use of social media in reaching target audiences.  
· Experience in the use of other digital communication channels. 
5. INTERPERSONAL AND SOCIAL SKILLS

· Energetic, enthusiastic and with a personal drive for achieving results.
· A charismatic presence and highly effective communication skills.
