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Job Description and Employee Specification

Campaigns Assistant
Communications and Engagement


	Service: 

	Chief Executive’s

	Division:
	Communications and Engagement


	Job Title:
	Campaigns Assistant


	Responsible to:
	Campaigns Team Leader (Social Marketing)


	Grade
	NLC6


	Job Evaluation reference 

	A9193

	Conditions of Service
	SJC


	Date of last review:
	April 2024


	Job Outline

The Communications and Engagement Team comprises a series of smaller teams working seamlessly to deliver information and engage with relevant audiences through a range of external and internal channels.

The Campaigns Assistant is responsible to the Campaigns Team Leader (Social Marketing) and assists with the delivery of creative social marketing campaigns and communications, as well as other campaign and communication related projects. 

This includes carrying out a range of activities including analysing data from digital platforms, assisting with the creation of content for marketing and PR activity, monitoring digital platforms (social media and websites) and assisting with other communications platforms and tools that support audience engagement, behaviour, lifestyle or attitude change and promote council services, policies and programmes to the public.


	Main Duties and Responsibilities

Generic Duties:

1. Assist in the delivery of creative social marketing communication campaigns to support the successful delivery of council services and programmes or to support public behaviour/lifestyle change in line with the council’s communications planning priorities. 

2. Work as part of a team to promote and disseminate information on a range of council services to residents and businesses using a range of channels.

3. Provide assistance in the promotion, branding and marketing of activities, services and events through the comprehensive planning and delivery of effective communications campaigns. 

4. Assist in the creation, production and scheduling of imaginative and compelling content on digital platforms including websites, social media channels and member service channels aimed at residents and customers.

5. Analyse data from digital communications channels to help inform evaluation and monitoring reports on campaign performance and delivery.

6. Work with relevant teams within the Communications and Engagement Team to develop communications activity and materials for new product launches, initiatives, programmes, and campaigns. 

7. To carry out any other duties as directed by the Campaigns Team Leader (Social Marketing).


Specific Tasks:

8. Assist the team to plan and implement effective creative campaigns to support the service’s priorities and activities. 

9. Monitor social media channels, provide service information updates and changes, create and post campaign content, respond to customer enquiries or comments and schedule content. 

10. Update content on websites, intranet and other digital channels to support services and to encourage participation in services, online engagement and interaction.

11. Assist with drafting copy and content for digital channels, website, media releases, internal communications, marketing materials and other multi-media platforms.

12. Provide support to create dynamic written, video, graphic and multi-media content and work with specialists to commission suitable artwork or multimedia assets for social marketing campaigns, including liaising with internal and potentially external teams.

13. Provide assistance in the delivery of events, photocalls, conferences, etc. 

14. Liaise with services to provide communications advice and assistance.

15. Assist in the production of traditional marketing materials, merchandise, paid-for advertising, branding or promotional products to support campaigns or projects.

16. Help maintain a database of photographs, videos and other branding and marketing materials.

17. Assist with producing evaluation reports to demonstrate campaign effectiveness.

18. Undertaking such duties and responsibilities as are required under the Health & Safety at Work Act etc and for the services delivered.

19. Any other daily tasks that contribute to the effective delivery of the corporate communications service. 

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.



	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· SVQ2/Higher/National 5 or equivalent level of education
	x
	
	Verification/Application Form/Interview

	· Communications/marketing/PR/events/digital qualification or training

	
	x
	

	WORK EXPERIENCE
	
	
	

	· Relevant experience of working in a communications environment delivering campaigns, marketing, PR or digital functions. 
	
	x
	Application Form/Interview

	· Experience of creating and editing information to suit target audience such as on social media channels or websites.
	x
	
	

	· Understanding of Council and Service Specific policies

	
	x
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Good written, verbal, interpersonal and communication skills
	x
	
	Application Form/Interview

	· Ability to contribute to communications plans to support project objectives
	x
	
	

	· Ability to develop and maintain effective relationships 
	
	x
	

	· Ability to work as part of a team
· Knowledge of Microsoft packages and social media channels

	
	x

x
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Self-motivated and driven
	
	x
	

	· Confident and personable
	x
	
	Application 

	· Results-driven and solutions-based
	
	x
	Form/Interview

	· Proactive

	
	x
	

	OTHER
	
	
	

	· Ability to drive anywhere in North Lanarkshire and beyond (within the UK)
	
	x
	Application Form/Interview
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