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	Role Title
	Communications and Marketing Assistant

	Job Family
	Corporate Development / London Borough of Culture

	Competency Level
	Officer 

	Pay Range / Scale
	P01 Fixed term contract until January 2020

	Purpose
· To support the delivery of the Waltham Forest London Borough of Culture 2019 (LBoC) programme.
· Work within the communications team to assist and develop all marketing and communications activity.
· To work alongside the Communications Managers and officers to maximise the opportunities the programme offers to raise the reputation of the Council and borough and encourage attendance at events.


	Job Specific Accountabilities

	To assist in the development and support of a first-class marketing and communication campaign for the first ever London Borough of Culture 2019 programme. 
	The service is able to deliver a high quality, distinctive cultural and heritage offer in Waltham Forest for maximum benefit of Waltham Forest residents and businesses. 

Find creative ways of meeting objectives using effective and value for money communications channels available for the specific audiences targeted.

To assist in preparing information reports for Members and senior officers regarding campaigns assigned

	Assist internal and external communications and marketing campaigns in an engaging, cost effective and imaginative way to ensure that residents, creatives, businesses are aware of and, engage and participate in our Culture programme.
	Assist Communications and Marketing Managers and Officers to ensure campaigns are engaging and well thought through and delivered

Assist team to ensure more residents from across a diverse range are engaged with cultural activity in the borough contributing to their improved wellbeing.

Assist team to ensure the cultural programme contributes to Waltham Forest as a destination.

Ensure stakeholders are kept fully informed of the progress of campaigns and any related communications issues.
Organise photo, press and video databases 

Provide administrative support to the Communications team

	To assist in the research of new communications activities for the programme.
	Work with a network of both external and internal contacts to maintain best practice.

Strong partnerships are developed to enhance the cultural programme.

	Proactively build good working relationships, develop community links and communicate effectively with all stakeholders.
	Build good working relationships with external artists and organisations working on the London Borough of Culture programme.

Ensure the reputation of the professional service is maintained or enhance, and that stakeholders are engaged and co-operation is secured. Best practice is shared.

	Assist Managers and Officers to deliver everything that is required for campaigns to be a success.
	To assist in web content management, social media and all design and print materials for campaigns assigned.

To attend events where required to deliver/manage onsite marketing activity. In some instances this will involve out of hours and weekend working.

	Assist Managers and Officers to maximise opportunities for internally and externally generated income.
	Income is generated from a range of sources enabling the cultural programme to become more sustainable in the future.

	Where appropriate, contribute to the support and development of volunteers.
	Volunteers are supported effectively in their role and integrated into the team.

	Job Specific Accountabilities:

	Co-operate with and support colleagues.

	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.

	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices.


The above mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other duties as required by the service.

	Procedural Context / Nature of contacts

	Reports to: London Borough of Culture Communications Officer, working across the LBoC wider team.

Responsible for:  Assisting the delivery of internal and external marketing communications activity to support the London Borough of Culture 2019 programme and associated Councils Culture, Heritage and Events programmes. Exercise judgement in assessing complex stakeholder requirements, potential risk to customers or others and quality assurance of the service. Provide support to customers, colleagues and other stakeholders through applying knowledge of systems, procedures and best practice. Considerable discretion in taking action - within boundary of well-defined policies.

Nature of contacts: Develop internal and external partnerships to enable delivery of cultural offer. Communicate with others in the same field to keep up to date with developments and best practice. Deal with people at all levels confidently, sensitively and diplomatically. 


	Resourcing

Budget Responsibilities:  None
Supervisory Responsibilities:  None

	Competency Level: Officer

Knowledge, Skills and Experience
· Experience in assisting or delivering arts based marketing and communications (desirable).

· Experience/knowledge of the use of digital media and familiarity of different digital channels.

· Good oral communications skills and the ability to maintain effective relationships

· Good report writing skills, and ability to draft briefings for senior managers and members, where necessary, extracting key points from complex information

· Demonstrable understanding and experience of internal and external communications techniques.

· Experience of organising and delivering communications projects or materials, such as printed material, website content, publicity events, and social media campaigns. 

· Experience and ability of working with and developing good working relationships with staff, artists, designers, printers and suppliers.

· Experience in engaging and managing multiple stakeholders.

· Experience of web content management and social media engagement.
· Good attention to detail, excellent proofreading skills and awareness of communication needs.
· Ability to work under pressure and determine priorities.

· Ability to work as a team member and to help deliver team goals.
· Ability and willingness to work outside normal office hours as require.
· Experience using Adobe products (Photoshop, InDesign, Premiere Pro etc) desirable. 
· Commitment to the Council’s Equal Opportunities Policy and Acceptance of their responsibility for its practical application. 

· To understand and comply with the requirements of the Health and Safety at Work Act 1974. 

Indicative Qualifications

· Educated to degree level /equivalent standard or relevant experience.
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