

	
Person Specification for the Post of

Internal Communications Officer
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge
1


2


	Knowledge of effective internal communication systems and channels

Knowledge of a communication campaign model


	
E


E



	
A/I/T


A/I/T


	Qualifications
& Experience
3



4



5


6



7



8


9 





10
	

Proven working experience in internal communications/ communications

Proven working experience in public sector communications


Degree or equivalent 


Managing internal communications for a large organisation

Excellent written communication and copywriting skills 

Experience in writing for digital channels

Experience in creating, delivering and evaluating  campaigns 

Experience of effective planning of communications work

Experience of managing relationships with staff
	

E




D


D



D


E



D


E





E



D
	

A/I




A/I


A 



A/I


A/I/T



A/I


A/I/T





A/I/T



A/I

	Leadership &
Management
Framework

11



12
	Achieving Results 



Tenacity and drive to complete a task within agreed timescales

Ability to plan, programme, deliver and monitor projects and programmes of work, in line with agreed timescales and outputs

	



E



E
	



A/I



I

	

13




14




15

	Engaging With Others 

Positive attitude, detail and customer oriented with good multitasking and organisational abilities

Ability to collaborate with colleagues and managers in services across the council as well as third parties 

Ability to handle sensitive and confidential material with tact and diplomacy

	

E




E




E
	

A/I




A/I




A/I

	
16
	Valuing Diversity 
Commitment to equal opportunities, quality assurance and customer care  


	
E
	
A/I/T

	

17



18

	Learning Effectively 

Willingness and ability to learn to use new tools and technologies 

Ability to take responsibility for her/his own learning

	

E



D
	

A/I



A/I

	Additional Requirements
19




20
	

Willingness to work outside of contracted hours in the evenings and weekends subject to notice.

To comply with the requirements relating to political restrictions for this role.
	

D




E
	

I




A/I



Role Purpose

The Tower Hamlets’ Communications and Marketing Service is seeking to appoint an Internal Communications Officer on a full-time basis to join the Internal Communications Team.

The Internal Communications	Officer plays a key role in ensuring employees are informed, engaged, and aligned with organisational priorities. This role is responsible for planning, creating and delivering clear, consistent and compelling internal communication that support culture, change programmes, events, leaderships and day to day operational updates. This role will help build a connected workforce and strengthen employee experience. 
 
The post holder will be expected to:

1. translate complex information into clear, accessible messages for diverse audiences 
2. Lead or support communications plans, working closely with services to create and deliver effective and measurable campaigns.
3. Assist in drafting urgent or sensitive internal messaging during incidents or operational disruptions. 
4. Monitor communications performance across channels, using analytics, feedback and engagement metrics. 
5. innovate and introduce new ways of working to constantly improve our offer.
6. help deliver a high quality, comprehensive internal communications service across the Council, including all of its sites.
7. help deliver our internal communications strategy



Key responsibilities

The post holder will be responsible for managing the content on our internal communication channels, for example plasma screens, our intranet and a range of newsletters. You will also be responsible for delivering campaigns and writing content, working with the Head of Internal Communications and Culture Change.

The post holder is expected to form excellent working relationships with relevant departments to help drive change in the organisation and to ensure all staff share our vision, are informed and have a voice. This will be supported through the post holder planning, delivering and evaluating internal campaigns.

Requirements

· Knowledge and experience of delivering internal communications for an organisation
· Excellent written communication and copy writing skills 
· Experience in working with staff and senior management
· Strong partnership working skills and the ability to assess complex issues
  




