Southwark Archdiocesan Commission for Schools and Colleges
Appointment of Media and Communications officer
Job description

The role of Media and Communications officer recognises that it is important that we develop and maintain and strong presence across all forms of communication. To remain at the forefront of providing the highest quality of education and to strengthen our schools as welcoming communities of faith, we need robust and understandable communication with a range of stakeholders including Heads, Governors, Parents, pupils, clergy, policy makers, local authorities and the general public. The Media and Communications officer will be the main point for all print and virtual communication from the Commission. The Media and Communications Officer will be responsible for maintaining and updating the web. Throughout the year, the Media and Communications Officer will also produce conference booklets, bulletins and magazines, course material, policy documents, reports, surveys, presentations and posters. While being based in the office, the Media and Communications Officer will be proactive in gathering communication from our schools.
Management

The Media and Communications Officer will report directly to the Office Manager.
Conditions

The position is a full-time position and aligns to the Main Conditions of Service of the Archdiocese of Southwark Commission for Schools and Colleges.

The Media and Communications officer will have the following essential attributes:

Qualifications:

1. Educated to graduate level or equivalent experience
2. Industry level or equivalent certification of web and IT competencies

3. Evidence of ongoing professional development in communication technologies
Professional experience:

1. Experience in producing fliers/brochures
2. Experience in producing and analysing online surveys

3. Experience in operating an organisational website

4. An understanding of the requirements of working in an educational environment
5. Experience planning and implementing organisational communications
6. Experience of working with branding and communications

7. Ability to liaise with professional in design, print and online environments
Skills:

1. High level written and spoken English 

2. Capacity to target communication to different stakeholders

3. High level IT skills including graphics and publishing software, web development and  databases
4. Strategic thinking 

5. Project management experience of implementing communication
6. Ability to rapidly locate and communicate key information

7. Ability to work to tight deadlines and be flexible and responsive to changing demands

Knowledge:

1. An understanding of communication protocols and laws in relation to accessibility and education

2. Awareness of trends in communication
Personal Qualities:

1. Committed to access and equity

2. Ability to work as part of a team

3. Intellectually acute

4. Imaginative and innovative thinker

5. Capacity to handle a demanding and dynamic workload

