Communication Officer Job Description 

	Reporting to:

	Business Manager

	Responsible for:

	Working in partnership with all staff to develop and manage effective communication within the trust* community and with external bodies.
Promoting the college and community withing the community and wider region.
*Wyvern Academy Trust comprises the college (school), Hatchlings Childcare and Wyvern Community (Sports & Fitness plus lettings)

	Liaising with:
	Headteacher, Deputy and Assistant Headteachers, SENCO, departmental teaching staff, relevant support staff, students, parents and governors

	Working time:

	22. hours (equivalent of 3 days) per week (possibly worked over 4/5 days) 43 weeks (term time plus 4 weeks) There will need to be work done over the summer to prepare for open evening, and get the prospectus complete.

	Salary/grade:
	Grade D  £27,780-£30,564 FTE (pay award pending)

	Internal Communication

	Staff Circular
· Develop and maintain an easy-to-use template for the staff circular or consider an online equivalent
· Compile and publish/distribute the staff circular each week by 1.30pm on a Thursday.
· Conduct periodic surveys to gauge user satisfaction.
Screen Content Management via Planet E-Stream
· Assist the IT Manager to manage output to all screens around the site via the CMS.
· Identify content owners and train them to be able to update information when required.
· Assist in determining the programme of output for each screen and when this should change during the day.
· Seek feedback on layout and content.  
Intranet
· Assist the IT manager in identifying what information could be added to the intranet.
Trust Culture
· Assist relevant managers throughout the trust in initiatives to promote our culture. This should include any assistance needed to promote the College, Friends of Wyvern, Hatchlings Childcare, Sports & Fitness, Lettings.
Students
· Help any staff that want to promote services, events, clubs, activities to students or raise awareness of issues that are felt important to wellbeing.
· Provide any assistance required to students that might wish to promote events.
· Provide any assistance required to students that might want to suggest information to be made available on the website – both on public and private pages.
Special Events/Days
· Help identify events and special days that might be relevant to the college community and flag these to SLT and pastoral/department teams.
· Help to promote any special event or day that is supported by the college.
Photo Permissions
· Ensure that all photos taken of students have parental permissions before they can be used for an external publicity.
· Assist staff in the college with ensuring photo permissions are known for students taking part in activities that are to be photographed or videoed.
Extracurricular Activities
· Maintain list of clubs and activities for students – make sure it is regularly updated on website and shared through newsletters.


	External Communication
	College Admissions Marketing
· Work with the HT to produce the prospectus by the end of the summer term. This should be printed and placed on website.
· Lead the organization for the Open Evening, liaising with all departments about prefect recruitment and provision on noticeboards.
· Produce a programme for the open evening that contains a map of the college.
· Produce schedules for the College Tours – liaising with the Library and SLT staff. 
· Set up booking system for the tours.
· Promote open evening and tours through website, banners, and emails to feeder schools.
· Add content to the website that promotes the college.
Website content management
· Ensuring that all statutory items are available through the college website.
· Ensuring that all pages have nominal owners responsible for flagging the need for content update and providing that content.
· Heading up a team of support staff able to edit and add content to the college website. 
· Ensure that all members of the website team receive training.
· Ensuring that these users are given appropriate training and accounts. 
· Regularly reviewing the website with the team to determine the need for any improvements to layout.
· Liaising with the website provider when upgrades and changes are required.
· Looking at Google analytics to ascertain usage and the popularity of content.
Social Media
· Identify content to be posted via the trust social media channels.
· Schedule content to post at regular intervals throughout the year. This can be from the college, community, approved third parties, recognized bodies like the Department of Education.
· Promotion of major events throughout the trust.
· Promotion of services that are provided through the trust, such as Hatchlings Childcare, Sports & Fitness, Lettings.
Parent Newsletter
· Collate and publish/distribute the parent newsletter by 4pm on a Thursday.
· Further develop the layout and subsequent template for the Parent Newsletter.
· Consider improvements to the way in which the newsletter might be distributed.
· Conduct periodic surveys to gauge user satisfaction.
School Productions and Events
· Assist the Drama and Music (or other) Departments to produce publicity and programmes for school productions and events.
· Assist with the publicizing and promotion of school productions and events.
· Arrange for photos to be taken of productions and shows and help with their distribution and display.
thisTerm@Wyvern
· Help create each term’s issue alongside admin team members.
· Identify in advance, where content might be generated.
· Where appropriate, create Latest News items for the website and link to thisTerm.
Other Organsiations
· Assist the college catering service with promotions (through screens, newsletters and website).
· Provide an initial communication point for external organsiations wishing to contact and work with the trust – in particular the Fair Oak and Horton Heath Parish Council, Eastleigh Borough Council, charities, and community groups.
· Work with external groups to look for opportunities for or students to take part in activities that provide enrichment and also promote the trust in the community.

	Supporting the Trust: 
	· Lead the social media team
· Help establish and maintain guidelines for the social media channels operated in the trust.
· Ensure that all members of the social media team are trained and aware of guidelines and procures.
· Assist 

	General Duties: 
	· To attend staff meetings as required.
· To be aware of the trust safeguarding and Data Protection procedures relevant to the post.  
· Other relevant tasks as requested by the Headteacher




Communication Person Specification

	Area 
	Essential
	Desirable

	Qualifications
	· 5 GCSE’s, at grade C, including English and Math’s or other equivalent qualifications

	· Further relevant qualifications related to the advertised post



	Professional 
Development
	· Evidence of further professional development undertaken in current post

	· Evidence of relevant INSET undertaken in a school environment

	Experience
	· Experience of working in a team
· Experience of working with CMS systems for websites etc.
	

	Knowledge and Skills
	· Good communication skills including the ability to clarify and explain instructions clearly 
· Good literacy, numeracy and IT skills
· Ability to empathise with students and be sympathetic to their needs
· Ability to develop good working relationships with staff and students 

	

	Personal Attributes 
	· Good team player 
· Commitment to all staff and students in the college 
· Good time management 
· Good sense of humor
· Ability to respect confidentiality on all issues. 
· Ability to stay calm under pressure.
· Awareness of child protection and data protection issues relevant to the post

	





 

