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Person Specification and Job description for applicants

Planning, Corporate Assurance & Communications 

Communications Officer 

£22,500 - £26,570
(pro rata if part-time)  
Please also refer to the information available for applicants on our website www.slab-vacancies.org.uk, in particular the ‘General Information for Candidates’ attachment which applies to this role (which gives details on the pre-employment checks and main terms which may apply to you such as holiday leave entitlement and working patterns) as well as information in the job advert. Note that this information is provided for guidance only and does not form part of the conditions of employment. Further information about the Scottish Legal Aid Board (SLAB), including who we are and what we do, can be found at www.slab.org.uk. 
Brief Outline

We currently have a vacancy for a permanent role within our Communications team of our Planning, Corporate Assurance & Communications Directorate.

This appointment is permanent. A 6% contributory defined benefit pension scheme is in operation, the terms of which are in line with public service pension schemes. 

If you are applying on a part-time basis please give details of the number of hours and pattern of part-time work you would be interested in. Further information is supplied in the ‘General Information for Applicants’ document.   

Successful candidates will be subject to the Scottish Legal Aid Board’s standard security checks which include the requirement for a current Basic Disclosure from Disclosure Scotland. 

The Job
To deliver a wide range of marketing and communications activities to support the successful implementation of SLAB’s communication strategy.  

Main Duties and Responsibilities
1. Project delivery:
· responsible for delivering high quality effective communications for specific key audiences and projects

· generate ideas, plan, develop and manage the delivery of integrated communications activity as part of the delivery of our communications strategy

· brief and manage relationships with colleagues in other internal departments, external agencies and other suppliers to deliver appropriate communications within agreed timescales and resources

2. Develop and manage effective communications activity:

· from agreed communications plans, deliver the appropriate communications activity for specific key audiences and projects, which may include:

· increase online communication –advance our online services, such as management of our website and intranet

· public affairs and media relations – communicate messages across our range of audiences

· social media – promote our activity through Twitter

· corporate communications – promote key corporate messages and produce publications, such as the Annual Report

· engage with specific sectors –develop and implementing communications activity within particular key audiences, such as the advice sector 

· internal communications – develop and successfully deliver our internal communication strategy, including management of IntraSLAB

· marketing product development – promotion of direct advice services

3. Assist in developing new or enhanced communications services as part of SLAB’s overall strategy:

· help develop and establish strategies to improve our communications

· assist co-ordination of communications planning and delivery within and outside SLAB

· effectively manage stages in the development of new services/products and reforms/change projects

· work collaboratively with colleagues to plan and develop services

· problem solve and creatively develop new ways of working to help ensure successful improved services are delivered

· undertake reviews and evaluations to identify opportunities for improvements in communication activity

4. Assist in the delivery of a range of communications materials:

· Contribute to the delivery and development of materials by planning, co-ordinating, writing, editing and production of a range of materials, such as: 
· leaflets, documents, website material and events for the public

· newsletters, updates and online communication for the advice sector and legal profession

· corporate communications including annual report and corporate plan

· appropriate materials for key partners, including online, events and mailings

· internal communications including IntraSLAB and Briefly
· identify and develop new ways to effectively communicate messages using new channels and methods

5. Assist, develop and manage effective communications campaigns which may include:
· creative and co-ordinated PR campaign work to ensure key messages are effectively communicated to key audiences

· establish and maintain contacts and relationships with Scottish media and other partner organisations

· effectively deal with media enquiries

· prepare publications 

ORGANISATION

(a) Organisation chart:  









(b) 
Reporting to:

Media & Communications Manager

(c)
Other contacts

Internal

Although you will often work on your own at times you will work collaboratively with the Chairman, Chief Executive, directors, line managers and communications colleagues. There will be contact with all levels of staff elsewhere within SLAB.  

External

· The communications programme of work focuses on a number of key audiences:

· Legal profession and advisers other than lawyers

· Public

· Partners in the justice and advice sectors, and elected representatives 

· Corporate communications

· Specific requirements for particular SLAB policies and developments

Competencies and Experience Required
The following competencies are key to performing the job successfully:
Essential Criteria

· Experience of working in a communications role, or a relevant degree (see below)
· Experience of working with the media

· Demonstrable experience of effective communications planning, delivery and evaluation

· Excellent oral and written communication skills with the ability to handle difficult and complex communications
· Ability to advise, influence and guide colleagues in effective use of digital communication channels
· Experience of using tools required for undertaking the full range of communications activity, including web content management, graphic design software such as Illustrator and Photoshop, and knowledge of social media 
· Experienced in project management, ensuring work completed on time and within budget

· Experience of relationship building with stakeholders

· Good working knowledge of Microsoft Office (Word, Excel, Access)
· Excellent relationship skills, able to liaise and work with people at all levels 
· Good personal organisation and an ability to get things done

· Ability to understand complex issues quickly and explain them succinctly, often under pressure

· Flexibility to handle changing workloads and ability to use initiative to tackle and resolve problems

· Adaptability to rapidly changing requirements and the ability to meet tight deadlines whilst maintaining attention to detail

· Strong negotiating / influencing / presentation skills

· Ability to maintain confidentiality at all times

Qualifications

Ideally educated to degree level or equivalent, preferably in a marketing/PR/journalism subject, or equivalent professional qualification 

Desirable Criteria 

· Knowledge of the Scottish legal or advice sector and legal language 

· Knowledge of public sector and Scottish political environment 

· Knowledge of tendering and managing contracts with suppliers

Additional Competencies 

In addition to the specific competencies listed above, the following core competencies for Grade 5 roles within SLAB are also key to performing the job successfully:-
Team working 

· The team can rely on you to meet your agreed objectives and work targets
· Understand and fulfil your own responsibilities and be aware of how your work attendance and hours of work affects other members of your team
· Build and maintain good working relationships with colleagues
· Share knowledge and experience and offer practical help to colleagues in your own and other departments when necessary
· Value the contribution of other team members and be open to different points of view
· Provide and accept constructive feedback and make a contribution to improve the performance of the team
Customer Service 

· Know who your internal and external customers are and have a good understanding of their needs and expectations
· Work with your customers to define clear and agreed standards of service and take responsibility to measure and continuously improve your performance
· Seek and listen to feedback from your customers
· Be helpful, friendly and professional with customers
· Be open and share information with customers and stakeholders and behave with impartiality, fairness and consistency
Self Management 

· Take personal responsibility for your own actions
· Be aware of your own strengths and abilities
· Take control of your personal and professional development
· Act as a role model for those around you, demonstrating energy, commitment and confidence
· Contribute to and accept and embrace change
· Be aware of your personal impact on others
Project & Operational Management 

· Be aware of the wider environment, making cross-cutting connections between issues and departments
· Engage and maintain relationships with internal and external stakeholders
· Seek feedback on the impact of your plans
Plan and control a project from Business Case development through to Benefits Realisation
· Use communication strategies to present ideas in a clear and positive way
· Understand stakeholders’ needs, maintaining trust and credibility, and managing conflict for the benefit of all
Analysis & Use of Evidence 

· Use analytical and management information to support decisions
· Interrogate analysis to draw out key messages and findings
· Use evidence to assess, measure and evaluate projects
· Consider the wider impact on other policies and programmes
Resource & Financial Management 

· Create appropriate objectives and targets relevant to allocated resource and budget responsibilities
· Take responsibility for the monitoring and controlling of resources and/or expenditure
· Understand where and when to seek advice from procurement; finance: HR; and/or other professionals
Interview Expenses

Travel and subsistence expenses during the selection process are the responsibility of the applicant. 
Starting Salary
This job is graded as Grade 4 within the SLAB. 

Salary:



Band Minimum
£22,500






£23,850







£24,940







£25,940







£26,570
These figures are based on the SLAB’s current pay position which covers a one year pay period from 1 August 2014. Any future salary increases, either as a result of pay progression within grade 4 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, the SLAB’s negotiations with the Union on pay reviews and the SLAB’s own pay policy. 

Starting salary will normally be the bottom of the pay band, unless you have exceptional skills and experience relevant to the role. Providing your performance is good you will progress to the top of the pay band within 4-5 years.  
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