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Job Title:

INTERNAL COMMUNICATIONS AND ENGAGEMENT OFFICER
	Attributes
	Essential
	Desirable



	Experience
	· Demonstrate a successful track record within a similar role.
· Demonstrable experience of working with digital engagement

	Experience of working with external/internal contacts at all levels.



	Education, Qualifications & Training
	· Hold a relevant qualification at HNC level or equivalent.

	Marketing or Communications qualification.
Degree or equivalent in Digital Communications or a related subject.



	Skills & Knowledge
	· Advanced knowledge of IT packages specifically Office 365.
· Experience using intranet content management systems, in particular Joomla.

· Good organisational skills.

· Good communication skills.

· Literacy Skills.

· Ability to work on own initiative and prioritisation of workload.

· Ability to meet deadlines.
· Good understanding of digital communications, including social media within an organisational setting.

	Knowledge of the social care sector.




	Key Performance Outcomes


	Essential
	Desirable

	Effective Communication
	· Concise and clear oral and written skills, able to convey complex messages effectively.

· Able to select appropriate communication, style and method targeted on the needs of the audience.  Plain English or conversational language writing style. 

· Ability to express ideas clearly and concisely and to adapt communication to suit different audiences.
· Ability to produce written and verbal communication which is clear and concise.

· Listens actively to people, questions and checks understanding.

	Plain English training or qualification.



	Objective Decision Making
	· Understands the limits of their knowledge and experience and when decisions need to be referred to others.

· Ability to act consistently with the Care Inspectorate values to achieve the desired outcomes.


	

	Planning & Organising
	· Ability to plan workload effectively in the short, medium and long term in conjunction with their line manager and work to strict deadlines.
· Can demonstrate attention to detail for both numerate and literate work.

· Ability to show initiative and work without close supervision.

· Uses a systematic approach to make efficient use of time and manage workload.  

· Recognises the need to be flexible in order to meet changing priorities. 

· Prioritises work effectively to meet deadlines and objectives.

	

	Team Working
	· Is tolerant and fair towards others, values diversity and is non-discriminatory in their actions. 

· Values and makes use of the skills, knowledge and experience of others. 

· Works co-operatively and supportively with others.

	

	Personal Accountability and Responsibility


	· Takes responsibility for decisions and actions taken. 

· Maintains a high standard of work and actively seeks out continuous improvement. 

· Demonstrates initiative within own area of expertise.

· Takes responsibility for identifying and addressing areas of personal and professional development.


	

	Special Conditions
	· The role may require travel to locations throughout Scotland and may occasionally require overnight stays.
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