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	Job Title:
	Coastal Engagement Officer

	
	Service Area:
	Energy Planning and Coastal Management

	
	Team:
	Coastal Management and Adaptation

	
	Salary:
	Band 5 (SCP 18 to SCP 23)



Job Description


Main Purpose of Job:
Support the Strategic Lead for Coastal Management and Adaptation Team (CMAT) in creating a more resilient coast through the development of new coastal strategies and policies including but not limited to a new Coastal Strategy.
To provide a full range of communications and engagement advice and support for projects across the East Suffolk Council frontage.
To assist the CMAT Operational Leads by progressing and delivering the outputs of the £8.4M Resilient Coasts project and new CMAT programme. This will include working with a range of ESC teams, to embed adaptive approaches into ‘business as usual’ through SMP policy delivery, Adaptation plans and Local Plan review.  

To provide communications support in relation to the delivery of coastal management and adaptation services to East Suffolk Council. 
To work with the Senior Coastal Engagement Advisor to develop ways to improve communications and engagement planning and delivery across the service. 
To undertake comprehensive analysis, including stakeholder and gap analysis to ensure that the appropriate communications advice is provided. 
To provide secretariat, co-ordination and support for the Engagement strand both internally and externally with relevant groups and projects e.g. Suffolk Coast Forum, national projects etc. 


Our Values:
You will be expected to work in line with our values which are:

	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team




Key Responsibilities:
Administrative/Data
1. To provide administrative support including production of documents such as letters, reports, briefings, meeting agendas and minutes, create purchase orders and arrange meetings and venues.

2. Train and support junior team members, as appropriate, in the above tasks.

3. Develop and deliver communications plans for the Coastal Management and Adaptation team.

4. Produce relevant communications e.g. reports, presentations, committee papers and spreadsheets, press releases, public factsheets, member and stakeholder briefings obtaining R&M/Capital programme and forward planning communications to update and communicate activities.
5. To hold and be responsible for an ESC credit card, if necessary, and procure goods and services in accordance with ESC procurement rules. Update budgets, complete credit card logs, and provide invoicing and accountancy services liaising with CMAT Financial Business Partner.
6. Arrange and chair internal meetings as required.
7. Provide secretariat, co-ordination and support for formal governance structures including but not limited to Suffolk Coast Forum and Resilient Coasts etc. 
8. Create and disseminate Governance Structures and Terms of Reference for projects, forums etc.
9. Collect and maintain data, in accordance with GDPR and the Council’s policies on data retention and audit.
 Digital and social media

1. Support the Senior Coastal Engagement Advisor in reviewing, updating and identifying opportunities for the development of digital and social media. 

2. Create social media posts for areas of the service as required e.g. repairs and maintenance works on appropriate public facing channels and provide material for corporate social media posts, as necessary.
3. Co-ordinate and support digital media rota as required.

Communications and engagement
1. Assist with the design and delivery of workshops to support communications and engagement activities, attend engagement events including public consultations and conferences.

2. Design and manage data systems to support communications and engagement planning and delivery. This will include, but is not limited to, GANNT charts to provide project support/campaign planning, statistical (quantitative and qualitative) analysis of evaluation data, creation and manipulation of stakeholder data sets.
3. Undertake analysis of feedback and evaluation from events and surveys. Provide reports based upon this analysis. This may include recommendations for actions/change.

4. Ensure that project specific Equality Impact Assessments and Data Protection Impact Assessments are completed in accordance with requirements and policy. 
5. Responsible for the creation and maintenance of templates and internal comms process to ensure adoption by the Coastal Management and Adaptation team.
6. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.
7. To promote and adhere to the workplace values of our organisation.


Line Manager:  Operational Lead – Engagement 

Responsible for:  N/A


Political Restriction: 
This post is not politically restricted.



Note:
This is a description of the job as it is constituted at (April 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
Person Specification

	
	Essential
	Desirable

	Knowledge and Experience:
	· Administrative/accountancy experience in a busy office environment.

· Proven track record of producing public facing materials and contributing to the design and management of events.

· Proven track record of developing and maintaining digital media channels.
· Knowledge of GDPR, Data Protection and Accessibility Regulations.
· Proven track record of developing communications and engagement plans.

	· Knowledge of flood risk management and coastal management.

· Basic knowledge of project management and managing project budgets.

· Understanding of democratic system and sign off processes.



	Skills and Abilities:

	· Excellent interpersonal and customer service skills with the ability to build and maintain good working relationships.
·  Ability to work under pressure and meet deadlines.

·  Excellent organisational skills with ability to manage changing and sometimes conflicting priorities.

·  Ability to compile and analyse statistical information.

·  Ability to use own initiative.

·  Ability to observe strict confidentiality at all times in accordance with data protection guidelines.

·  Strong attention to detail and accuracy.

· Able to and committed to working as part of the team.

· Creativity –design skills including using design software.
· Excellent IT skills including use of MS Word, MS Excel, e-mail/internet.

· Numeracy skills – able to record numerical data and perform basic arithmetical functions. 

· Literacy – excellent grammatical and writing skills.

	· Strong interpersonal skills in the areas of handling conflict and assertiveness.
· Advanced self-motivation and prioritisation strategies.

· A high standard of written English and grammar with proof reading abilities/experience.



	Education and Training:
	·  NVQ Level 2 in Business Administration or equivalent.

·  Chartered Institute of Public Relations Foundation Certificate or equivalent or relevant work experience.

	·  Chartered Institute of Public Relations Advanced Certificate/Professional PR Certificate (or equivalent) or working towards 
·  CIPR Accredited Practitioner Status 



	Other Requirements:
	· A commitment to own development and to supporting training and development initiatives.
· Hold a valid driving license and have access to a vehicle to travel to sites and events on occasions.

· Flexible and willing to work outside of normal working hours.
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