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	Job Evaluation Code
	



	Job Title
	Communications Officer 

	School/Directorate
	School of Medicine / Division of Psychological Medicine and Clinical Neurosciences

	Job Grade
	Grade 4

	Career Pathway
	Admin Support



Organisation Structure 
	Post Responsible To
	

	Posts Responsible For
	



Job Purpose
	Providing comprehensive and professional support and guidance to the Division of Psychological Medicine and Clinical Neurosciences on communications, marketing, events and engagement. 

Primary responsibility will be for work relating to the Mental Health Goals (MHG) Omics programme and the wider division. 




Duties and Responsibilities
	
Key Duties
•    Provide detailed advice and guidance on communications, marketing, events and engagement administration and planning processes and procedures to internal and external customers (staff, students or members of the public).
•    Provide expertise in communications to support the needs of a variety of stakeholders, using judgement and creativity to suggest the most appropriate course of action, where appropriate, and contribute to the solving of more complex issues. 
•    Collaborate with others to make recommendations to improve our ways of working.
•    Establish productive relationships with key individuals (University colleagues and external contacts) to help improve the level of service the team provides to its customers.
•    Perform a variety of administrative duties to support the team and the division to achieve its objectives.
•    Gather and analyse data (e.g. website analytics, social media metrics, event monitoring) so that informed decisions can be made, establishing basic trends and patterns in the data and providing reports and recommendations for management, as appropriate.
•    Instruct and guide colleagues across the University within events and engagement administration and planning.

Specific Duties
•    Write copy on different platforms for a diversity of purposes and with a wide range of audiences.
•    Plan, organise, publicise, manage and evaluate events.
•    Organise committees and meetings, produce minutes and follow up on actions.
•    Be responsible for the Omics social and digital media activities and digital media activities, such as Facebook, Instagram and LinkedIn.
•    Work collaboratively with communications staff at College level and across Cardiff University to ensure an integrated approach to marketing and communications.
•    Deliver high quality communications, ensuring consistency and compliance with the key communications messages of Cardiff University. Adhering to quality standards, branding, design, accessibility and textual style guidelines.

General Duties
•    Abide by all University policies and undergo appropriate personal and professional development.
•    Perform other duties which are not included above, but which will be consistent with the role.
•    Uphold the Professional Services Values and Behaviours or local equivalent.
•    Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.




Person Specification 
	Essential Criteria 

	
1.    Ability to communicate in writing clearly, concisely, and effectively to provide detailed advice and guidance on communications, marketing, events or engagement administration and planning.
2.    Evidence of a good standard of numeracy and IT literacy.
3.    Experience of working in a communications role or environment and ability to set up standard office systems and procedures, making improvements to these as appropriate.
4.    Specialist knowledge of at least two of the following areas:
•    digital and social media
•    media and press releases
•    website development or management
•    event planning and production
•    internal communications
5.    Ability to communicate specialist and complex information effectively and professionally to a range of customers with varying levels of understanding. 
6.    Ability to advise and influence key stakeholders in your area of work.
7.    Ability to explore customers’ needs and adapt the service you provide accordingly to ensure a quality service is delivered.
8.    Ability to use your initiative and creativity to solve problems, respond to queries and make recommendations, identifying and proposing practical solutions.
9.    Ability to work unsupervised to deadlines, planning, setting and monitoring your priorities and those of the team.




	Desirable Criteria 

	
1.    NVQ3 / A-levels or equivalent qualification in relevant discipline
2.    Experience of working in a similar role or environment, e.g. Higher Education.
3.    Ability to speak/understand Welsh or a willingness to learn.
4.    Experience of project planning or events management tools e.g. Eventbrite






image1.jpeg
CARDIFF

UNIVERSITY
PRIFYSGOL

CARDYY





 

  Job Description      

Job Evaluation Code   

 

Job Title  Communications   Officer    

School/Directorate  School   of   Medicine   /   Division   of   Psychological   Medicine   and   Clinical   Neurosciences  

Job Grade  Grade 4  

Career Pathway  Admin Support  

  Organisation Structure   

Post Responsible To   

Posts Responsible For   

  Job Purpose  

Providing comprehensive and professional support and guidance to the Division of Psychological Medicine  and Clinical Neurosciences on communications, marketing, events and engagement.       Primary responsibility will be for work relating to the  Mental Health Goals (MHG) Omics programme  and the  wider division.      

  Duties and Responsibilities  

  Key Duties   •    Provide detailed advice and guidance on communications, marketing, events and engagement  administration and planning processes and procedures to internal and external customers (staff, students  or members of the public).   •    Provide expertise in communications to support the needs of a variety of stakeholders, using judgement  and creativity to suggest the most appropriate course of action, where appropriate, and contribute to the  solving of more complex issues.    •    Collaborate with others to make re commendations to improve our ways of working.   •    Establish productive relationships with key individuals (University colleagues and external contacts) to  help improve the level of service the team provides to its customers.   •    Perform a variety of administrative duties to support the team and the division to achieve its objectives.   •    Gather and analyse data (e.g. website analytics, social media metrics, event monitoring) so that informed  decisions can be made, establishing basic trends and patterns i n the data and providing reports and  recommendations for management, as appropriate.   •    Instruct and guide colleagues across the University within events and engagement administration and  planning.     Specific Duties   •    Write copy on different platforms for a diversity of purposes and with a wide range of audiences.   •    Plan, organise, publicise, manage and evaluate events.   •    Organise committees and meetings, produce minutes and follow up on actions.   •    Be responsible for the Omics social and digital media activities and digital media activities, such as  Facebook, Instagram and LinkedIn.   •    Work collaboratively with communications staff at College level and across Cardiff University to ensure  an integrated app roach to marketing and communications.   •    Deliver high quality communications, ensuring consistency and compliance with the key communications  messages of Cardiff University. Adhering to quality standards, branding, design, accessibility and textual style  guidelines.     General Duties   •    Abide by all University policies and undergo appropriate personal and professional development.   •    Perform other duties which are not included above, but which will be consistent with the role.  

