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JOB DESCRIPTION

	Job Title: Trainee Communications Assistant
	Grade:  scale 3

	Division: Partnerships and Customer Services
	Reporting to: Communications Manager 

	Current Postholder: 
	Responsible for: Nil Staff  

	Post No:  P217
	


Charnwood Borough Council and North West Leicestershire District Council have agreed to work together on communications and media services. They have created a joint Communications Team and this post forms part of that team. Staff employed in the team will work for both Councils under the direction of the Communications Manager.
Purpose of Job:
To provide support and assistance for all aspects of the communications service as well as providing an efficient administration service for the team.  

Duties and Responsibilities

· To track and progress chase all print and design work from conception to distribution and to co-ordinate the work of external agencies contracted to carry out commissions.

· To manage the distribution, copy flow, and production of Charnwood News, Vision and any other external publications.
· To assist the Communications Officer responsible for media management to take and deal with media enquiries in line with recent training and guidance.

· Preparation and distribution of Press Releases to relevant media and maintaining/updating database of media contacts.
· Updating web information and general web content and supporting use of social media, where appropriate.
· To make all necessary arrangements for photo calls and media events
· To maintain the Consultation and Communication Database

· Filing, photocopying and maintenance of budget and other records. E.g. Tracs, Flexi-Time records.
· Arrange and service meetings involving Communications Team and occasionally other personnel from Director of Partnerships and Customer Service.
· Monitoring media coverage and producing regular media reports for the Communications Team.  
· Maintaining and circulating a Press Clippings file to the Communications Team and Directors / Service Heads.
· Maintaining an up to date ‘library’ of relevant publications, e.g. the Loughborough Echo, Leicester Mercury, Local Government Chronicle.
Other Considerations


1. Deliver an effective service to all service users, fairly and without discrimination.
2. As a term of your employment you can be required to undertake such other duties commensurate with your grade, and/or hours of work, as may reasonably be required of you at your initial place of work or at or any of the Authority’s establishments.
Note:
This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the postholder and the Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the grading of the post.
Agreed
---------------------------------
Human Resources Advisor
