Person Specification

Communications and Administration Officer
	Essential
	Desirable

	QUALIFICATIONS

Good standard of general education (note: it is not essential to have Higher Education qualifications).


	Additional qualifications in relevant areas such as communications, marketing or administration.



	EXPERIENCE 

Experience of website design and maintenance.

Experience of using a range of social media.
	Experience of working in local government or the public sector.

Experience of writing press releases and/or dealing with the press or media.

Experience of office working.

Experience of working with a range of different ages and backgrounds.



	GENERAL QUALITIES AND SKILLS
Able to communicate appropriately in a range of ways and with a range of people from a variety of backgrounds.

Able to manage own time and workload, meet deadlines and prioritise work.

Able to work quickly and accurately.

Able to work well in a team.
A caring, inclusive and understanding manner and approach.

	Articulate and clear personal communication style.



	ROLE SPECIFIC SKILLS 
Good ICT skills.
Good website design skills.
Good understanding of social media, including Facebook and Instagram.
Good general administration skills and understanding of office procedures.
Good copywriting and proofreading abilities.

Good standard of literacy and numeracy.

	A good understanding of other social media such as Tik Tok, X, Bluesky etc.
Good desktop publishing design skills.
Full driving licence or willingness to cycle (for updating parish noticeboards).

Photography skills.

	ATTITUDE / MOTIVATION

An interest in Burnham and its residents.
Willingness to undertake training to improve skill base or adapt to changing circumstances.


	Local knowledge of the area and local issues.
 


