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Hanover (Scotland) Housing Association Ltd
	JOB DESCRIPTION

	Position:
	Communications Officer (Content & Internal)
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	Department:
	Governance & Transformation
	

	Reports to:
	Communications Manager
	

	Band:
	G
	

	Date:
	October 2021 
	


Purpose of Job

The Communications Officer is responsible to the Communications Manager for supporting the effective delivery of the Communications and Marketing functions at Hanover.  This role includes the delivery of video content for all audiences and on our internal engagement activities.
Main Duties and Responsibilities
1. Communications
· Work within the Communications Team to develop and deliver core communication and marketing activities for Hanover, including external communications with customers and other stakeholders and internal communications for all staff, and Board members.
· Responsible for managing the delivery of a range of planned and ad-hoc projects to support the continuous improvement of communication.
· Work with colleagues at Hanover to develop innovative ways of delivering an effective Communications service.
2.
Design, copy writing and film production
· Provide a basic video production service for Hanover including planning, filming and editing video content for use both internally and externally.

· To be part of Hanover’s design and editing service providing support to colleagues in the production of a variety of publications for both internal and external use.
· Provide copywriting support to other Hanover colleagues
· Organise promotional materials and exhibition materials 
3
Internal Engagement
· Produce Hanover’s regular internal engagement publications including our monthly e-mail bulletin, regular performance updates and such other newsletters to internal stakeholders as may be required.

· Undertake the organisation of official events for the organisation, including the AGM and opening ceremonies for new developments.
4
Additional General Duties 
· Promoting good relationships with both internal and external stakeholders including our customers
· Work with external organisations to develop effective communication channels.

· Undertake such other duties as appropriate and as discussed and agreed with the Communications Manager.

5
Involvement with Others
· Liaise with all Hanover colleagues and teams to continue to develop an effective communications and marketing service.

· Share knowledge and experience with colleagues as required.

· Attend any courses or conferences as necessary to keep up to date with current developments relating to the advancement of good communications at Hanover.

Person Specification
	Job Title:
Communications Officer



	

	Skills

	A working knowledge of Adobe Creative Cloud with a focus on the use of InDesign and Premiere Pro
	Essential

	Strong organisational skills 
	Essential

	Strong ICT skills including experience of using Microsoft Office – in particular Outlook, Excel, Word & PowerPoint 
	Essential

	Abilities and Behaviors 

	Ability to quickly grasp new tasks and multitask
	Essential

	Ability to deliver on tight timescales
	Essential

	Ability to work in a multi-disciplinary team
	Essential

	Ability to come up with creative media solutions
	Essential

	A commitment to quality of service
	Essential

	An understanding of the need to work with integrity and confidentiality
	Essential

	Knowledge

	Knowledge of current social media channels
	Desirable

	An understanding of the public sector environment
	Desirable 

	Knowledge of the housing / care / telecare sectors
	Desirable

	Knowledge of Wordpress website management
	Desirable

	Experience

	Two years’ experience of working within a communications environment
	Desirable

	Experience of collaborative working
	Essential

	Experience of copywriting 
	Essential

	Experience of producing communications such as newsletters and press releases
	Desirable

	Experience of organising events 
	Desirable

	Experience of using Microsoft Sharepoint.
	Desirable

	Experience of project management
	Desirable

	Experience of work on video projects
	Essential

	Education/Qualifications

	A Communications qualification or relevant equivalent
	Desirable

	Possession of a current, full, preferable clean driving license.
	Desirable
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