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	Job details

	Job title
	Communications Assistant

	Job Reference
	24003

	Grade and Salary
	4 - £28,598 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Waste and Environment – Sustainable Suffolk Team

	Location
	West Suffolk House, Western Way,Bury St Edmunds, Suffolk IP33 3YU or Endeavour House, 8 Russell Road, Ipswich, Suffolk IP1 2BX – hybrid working

	Hours per week
	37

	Status
	Fixed Term or Secondment to 31/03/2028 (funding)

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)





	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


The Communications Assistant delivers excellent external communications. They grow our digital communications channels and support residents, businesses, schools, and communities make sustainable choices that help both their finances and the Suffolk environment. 

	[bookmark: _Hlk34906451]About the team 


The Communications Assistant role sits within Sustainable Suffolk – a partnership of all of Suffolk’s public sector organisations - and reports to the Senior Communications Officer. 

The role is hosted at Suffolk County Council on behalf of the partnership. The Sustainable Suffolk team is a dynamic group of professionals focused on delivering projects that help people, businesses, schools and communities become more sustainable. You can read about these projects at Projects Archive - Sustainable Suffolk.

The team works in a flexible way and embraces remote working where this improves efficiency in the delivery of our shared objectives. We also work in a range of environments including schools, businesses and out in the Suffolk community.
	What you will be expected to deliver in the role



Day to day tasks may include:
· Lead on delivery of the digital communications strategy, being responsible for quality content and that monthly targets are met for reach and engagement across multiple communications channels.
· Support the Senior Communications Officer with the delivery of a county-wide behaviour change campaign. From organising delivery to encouraging participation from a range of audiences to reporting on success.  
· Provide communications support to our partnership projects, including projects led by the Suffolk Climate Change Partnership.
· Write inspiring copy for social media posts, email newsletters, webpages, blogs, and posters.
· Design branded print and digital materials for projects and campaigns.
· Film and edit professional videos that showcase the projects of the Sustainable Suffolk team and its partnership work.
· Plan and be creative in the use of resources through the meaningful application of technology, systems thinking, smarter ways of working, time management and project management tools and techniques.
· Be an effective ambassador for Sustainable Suffolk and the Suffolk Climate Change Partnership and deliver meaningful, convincing and motivational communications externally to a wide range of audiences.
· Work collaboratively with others to build relationships and a network of contacts that will deliver the best outcomes for people and places in Suffolk, whilst accounting for and responding to customer satisfaction and future needs.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team


Qualifications and professional memberships
1. Degree-level equivalent qualification or experience in a relevant field (Communications, PR, Media, etc.)

Values and personal qualities
2. Demonstrates a passion for making a positive difference for Suffolk.
3. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
4. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
5. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
6. Brings creativity into their work through innovation and openness to change.
7. Collaborates well with others and offers assistance and support to colleagues.

Specialist knowledge skills and experience
8. Proven ability in the delivery of external digital communications (social media, email marketing, website content, etc.).
9. Comprehensive understanding of environmental sustainability communication.
10. Experience of effectively delivering multiple projects with conflicting deadlines and priorities.
11. Excellent written and verbal skills.
12. Proven ability of presenting complex original and innovative ideas in clear unambiguous terms and gain support of sceptical audiences.
13. Experience delivering behaviour change campaigns designed to encourage action at a county/regional scale.
14. Can communicate effectively with multiple stakeholders, inc. councillors, businesses, schools and residents.
15. Experience of designing and editing graphics and video content.
16. High level of organisational skills and the ability to plan, prioritise work and meet deadlines of self and others within the team.
17. Proficient in the use of Mailchimp, social media scheduling platforms, social media and Canva.
18. Ability to influence others and negotiate and develop compromises to implement the actions. 
19. Able to empathise and positively interact with people of different backgrounds and abilities. 

Additional requirements 
20. Able to travel to attend meetings across Suffolk.
21. Occasional out-of-hours working.
22. Willingness to undertake training as required to update knowledge and skills.
23. Evidence of successfully working alone as well as part of a team.
24. Be able to take the initiative and be a self-starter



If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.


	Travel requirements


You will need to travel, so you must either hold a full, current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means.

	Our values – WE ASPIRE



[image: Suffolk County Council's WE ASPIRE Staff Values logo]

At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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