

JOB REMIT
	Role
	Communications Account Officer
	Team 
	Business Support

	Reports To
	Communications Account Manager
	Directorate
	Strategy

	Post  Reference
	STR22
	Grade
	6

	Purpose of the Role 

	The Communications Officer will be the key point of contact for digital communications (intranet, website, email marketing, stakeholder database and social media) and communications co-ordination within MOPAC. They will work across MOPAC , and with partners including the GLA, to support the development and delivery of communications strategy. The post holder will take on a number of individual discrete communications projects as on the forward communications planner and ensure compliance with statutory information publication requirements.


	Main Duties and Key Accountabilities of the jobholder 

	· Support the Senior Communications Manager to develop and maintain communications strategy that is aligned to MOPAC values and ways of working, encouraging collaborative working and sharing of knowledge.

· Supports the development and delivery of external and internal communications plans which support the objectives of the Police and Crime Plan and promote the role and reputation of MOPAC.

· Co-ordinate, update and share the forward communications planner internally and with external partners.
· Develop and maintain the MOPAC social media accounts

· Develop and maintain the message book
· Write, edit and publish copy for website, newsletters and social media supporting MOPAC officers to deliver campaigns and policy ambitions by using new and emerging technologies. 
· Work with the Senior Communications Manager and GLA press team to coordinate responses to media enquiries, ensure the use of proactive media, and identify and mitigate negative stories early.
· Work with shared services partners within GLA web and marketing teams and external suppliers  to develop and deliver communications for MOPAC, which is in line with the objectives of the Police and Crime Plan and ensures that MOPAC meets its statutory publication requirements.
· Maintain stakeholder contact lists within Sentori. 
· Manage MOPAC intranet communications (sharepoint) ensuring that it becomes a medium of choice for MOPAC staff.
· Develop and maintain MOPAC photo and image library to support organisation-wide communications.
· Monitor social media followers, web analytics, newsletter metrics and report back on a monthly basis. 
· Keep abreast of best practice in the field of public sector communications and social media.



	Working Relationships and Contacts 

	Senior Communications Manager, GLA Press, Marketing, Web, Design and Government Relations Teams; Stakeholder Manager, Governance and Information Services Officer, Assistant Policy Officer, Principal Advisor, MOPAC Management Team, External agencies. 


	Person Specification  

	Knowledge and Experience 

· Experience in communications solutions and strategy.

· Ability to provide an effective link between business objectives and internal and external messaging.

· Has a clear understanding of the strengths and weaknesses of different media and their relative roles in a communication campaign. 

· Demonstrates a high level of understanding and appreciation of the political landscape and wider government communication strategy.
· Experience in digital technologies including social media interfaces, CMS, email marketing systems and Google Analytics.

· Works willingly with GLA family and relevant police and crime organisations to integrate communications.

Required Competencies

Setting Direction

1. Seeing the Big Picture - Ensures relevant issues relating to their activity/policy area are effectively fed into strategy and big picture considerations 
2. Changing and Improving - Understand and identify the role of technology in public service delivery and policy implementation 
3. Making Effective Decisions -  Weigh up data from various sources, recognising when to bring in experts/researchers to add to available information
Engaging People

4. Leading and Communicating - Be visible to staff and stakeholders and regularly undertake activities to engage and build trust with people involved in area of work 
5. Collaborating and Cross Team Working - Actively involve partners to deliver a business outcome through collaboration that achieves better results for customers
6. Building Capability for All - Establish and drive intra and inter team discussions to learn from experience and adapt organisational processes and plans
Delivering Results

7. Achieving Outcomes - Question and challenge the value being delivered through arrangements with delivery partners
8. Delivering Value for Money - Weigh up priority and benefits of different actions and activities to consider how to achieve cost effective outcomes
9. Managing a Quality Service - Ensure the service offer thoroughly considers customers’ needs and a broad range of available methods to meet this, including new technology where relevant
10. Delivering at Pace - Maintain effective performance in difficult and challenging circumstances, encouraging others to do the same


	General Responsibilities 

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.

· To undertake such other duties as may be reasonably expected.



