POSITION DESCRIPTION


Position: Senior Communications Officer APS 6 

Flexible location: Sydney, Parramatta, Brisbane, Melbourne, Canberra, Adelaide
Reporting to: Assistant Director, Digital Communications, EL1	
Date: March 2022

Purpose of the position: 

[bookmark: _Hlk69051367]As a member of the Communications team, this position is responsible for the day-to-day management of the Commission’s social media channels including supporting the development and implementation of the social media strategy, monitoring community and reputation, as well as responding to social media engagement, and supporting other activities of the Communications team and broader Commission.

Key Accountabilities
· [bookmark: _Hlk69051388]Primary responsibility for the day-to-day management of the Commission’s social media channels (LinkedIn, Facebook, Twitter, YouTube and other relevant platforms)
· Enhance and maintain the Commission’s presence on social media platforms and with community engagement
· Create engaging social media content
· Monitor, manage and respond to comments in an appropriate and timely manner
· Produce analytic reports, evaluations and insights on the social media channels
· Support projects to help improve audience reach
· Create or support the creation of a range of digital assets – tiles, photos, animation/videos, podcasts, for use on social media or the website
· Liaise and collaborate with internal and external stakeholders
· Stay up to date with digital trends and social media platforms
· Provide editorial and content review support 
· Provide social media expertise and general digital communications advice to support projects and campaigns



Key challenges
· [bookmark: _Hlk57363206]Respond to requests for social media publishing, analytics and advice while balancing competing demands to ensure objectives are achieved.
· Provide concise, clear advice in a dynamic and complex working environment where users may not understand the context, assumptions and caveats associated with social media.
· Ensure that all aspects of social media activities are carried out to very high standards of accuracy.
· Maintain a robust social media publishing timetable, including monitoring and reporting

Key Relationships
Internal: 
· [bookmark: _Hlk69051417]Communications team
· Information & Communication Technology team
· Other Commission branches

External: 
· External stakeholders relevant to the Commission’s social media activities, including aged care sector and service provider representatives that may support the Commission’s social media on an ongoing, or a project-based, basis

Financial Accountabilities: N/A
People Accountabilities: N/A

Essential Requirements 

Skills 
· [bookmark: _Hlk92448658]Demonstrated knowledge and experience in managing social media channels, including creating content, digital assets, monitoring, managing and responding to comments, and reporting 
· Well organised, superior written communication and proof-reading skills
· Strong attention to detail
· Experience engaging diverse audiences using online and social media platforms
· Demonstrated planning and organisational skills, including the ability to meet deadlines with competing priorities and deliver work to a high standard
· Strong interpersonal and verbal communication skills 
· Ability to develop and maintain effective internal and external working relationships
· Demonstrated quality decision making using good judgement in a high-pressure environment, expertise and knowledge, along with a driven and enthusiastic nature
· Empathy, willingness to learn and team-orientated approach
Experience
Essential
· A tertiary qualification in communications or related field 
· [bookmark: _GoBack]Minimum 3 years experience in a social media role 
· Familiarity with Australian Government writing style or ability to learn quickly
Highly desirable
· Experience developing and implementing a social media strategy
· Previous APS or government experience in a similar role within a digital or communications team, along with a familiarity with Government processes
· Knowledge of online publishing, video editing and/or graphic design programs


Capabilities for the role:	The APS ILS Framework applies to this position. 

Capability Summary 
		
	Capability 
	Description
	Behaviour Indicators

	Supports Strategic Direction
	Supports Shared purpose and direction
	Understands, supports and promotes the organisation's vision, mission, and business objectives. Identifies the relationship between organisational goals and operational tasks. Communicates goals and objectives to others. Understands, supports and communicates the reasons for decisions and recommendations.

	
	Thinks strategically
	Understands the work environment and initiates and develops team goals, strategies and work plans. Identifies broader factors, trends and influences that may impact the team's work objectives. Considers the ramifications of issues and the longer-term impact of own work and work area.

	
	Harnesses Information and Opportunities
	Gathers and investigates information from diverse sources and explores new ideas and different viewpoints. Uses experience to analyse what information is important and how it should be used. Maintains an awareness of the organisation and keeps self and others well informed on work issues and finds out about best practice approaches.

	
	Shows Judgement, Intelligence and common sense
	Undertakes objective, systematic analysis and draws accurate conclusions based on evidence. Recognises the links between interconnected issues. Identifies problems and works to resolve them. Thinks laterally, identifies, implements and promotes improved work practices.

	Achieves Results
	Identifies and uses resources wisely
	Reviews project performance and identify opportunities for improvement. Makes effective use of individual and team capabilities and negotiates responsibility for work outcomes. Is responsive to changes in requirements.

	
	Applies and builds professional expertise
	Values specialist expertise and capitalises on the knowledge and skills of others within the organisation. Contributes own expertise to achieve outcomes for the business unit.

	
	Responds positively to change
	Establishes clear plans and timeframes for project implementation. Responds positively and flexibly to change and uncertainty. Shares information to others and assists them to adapt.

	




	Takes responsibility for managing work projects to achieve results
	Sees projects through to completion. Monitors project progress and adjust plans as required. Commits to achieving quality outcomes and adheres to documentation procedures. Seeks feedback from supervisor to gauge satisfaction.

	Supports productive working relationships
	Nurtures internal and external relationships
	Builds and sustains positive relationships with team members, stakeholders and clients. Proactively offers assistance for a mutually beneficial relationship. Anticipates and is responsive to client and stakeholder needs and expectations.

	
	Listens to, understands and recognises the needs of others
	Actively listens to staff, colleagues, clients and stakeholders. Involves others and recognises their contributions. Consults and shares information and ensures others are kept informed of issues. Works collaboratively and operates as an effective team member.

	
	Values, individual differences and diversity
	Recognises the positive benefits that can be gained from diversity. Encourages the exploration of diverse views and harnesses the benefits of such views. Recognises the different working styles of individuals, and factors this into the management of people and tasks. Tries to see things from different perspectives. Treats people with respect and courtesy.

	
	Shares learning and support others
	Identifies learning opportunities for others and delegates tasks effectively. Agrees on clear performance standards and gives timely praise and recognition. Makes time for people and offers full support when required. Provides constructive and regular feedback. Deals with under-performance promptly.

	Displays personal drive and Integrity
	Demonstrates public service professionalism and probity
	Adopts a principled approach and adheres to the APS Values and Code of Conduct. Acts professionally at all times and operates within the boundaries of organisational processes and legal and public policy constraints. Operates as an effective representative of the organisation in internal forums.

	
	Engages with risk and shows personal courage
	Provides impartial and forthright advice. Challenges issue constructively and justify own position when challenged. Acknowledges mistakes and learns from them and seeks guidance and advice when required.

	
	Commits to action
	Takes personal responsibility for meeting objectives and progressing work. Shows initiative and does what is required. Commits energy and drive to see that goals are achieved.

	
	Promotes and adopts a positive and balanced approach to work
	Persists with, and focuses on achieving, objectives even in difficult circumstances. Remains positive and responds to pressure calmly.

	
	Demonstrates self-awareness and a commitment to personal development
	Self-evaluates performance and seeks feedback from others. Communicates areas of strengths and acknowledges development needs. Reflects on own behaviour and recognises the impact on others. Shows commitment to learning and self-development.

	Communicates with influence 
	Communicates clearly
	Confidently presents messages in a clear, concise and articulate manner. Focuses on key points and uses appropriate, unambiguous language. Selects the most appropriate medium for conveying information and structures are written and oral communication to ensure clarity.

	
	Listens, understands and adapts to the audience
	Seeks to understand the audience and tailor’s communication style and message accordingly. Listens carefully to others and checks to ensure their views have been understood. Checks own understanding of others' comments and do not allow misunderstandings to linger.

	
	Negotiates confidently
	Approaches negotiations with a clear understanding of key issues. Understands the desired outcomes. Anticipates and identifies relevant stakeholders' expectations and concerns. Discusses issues credibly and thoughtfully and presents persuasive counter-arguments. Encourages the support of relevant stakeholders.
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