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JOB DESCRIPTION FORM
JOB DETAILS

Position Title: 
Communications and Outreach Officer 
Position No:
CC016010
Work Group:
ChemCentre – Executive
Position Level:
Level 3 
(For further job information and Reporting Relationships – see page 3)  

ROLE SPECIFIC RESPONSIBILITIES

The following outlines the duties, responsibilities and key result areas related to this job.  They are not listed in any specific order of priority:

COMMUNICATION
· Works with the Manager, Media and Communications to implement ChemCentre’s Communication Strategy in alignment with the organisation’s Business Plan, including:

· maintaining the content and structure of the ChemCentre website using the Content Management System (CMS)
· Creating and producing engaging content across ChemCentre’s communications platforms (e.g.website, e‑newsletter and internal communications), including scientific information
· Monitors and measures ChemCentre’s media presence.

· Manages ChemCentre’s social media presence including publishing content, monitoring and measurement.

· Assist with the coordination of corporate events and activities to promote the organisation and its brand

· Liaises with the Manager, Media and Communications and Business Development Manager to create marketing and promotional material s for website, hard copy or external client distribution in alignment with the Business Plan
· Other duties as directed by the Manager, Media and Communications.
OUTREACH
· Assists in planning and coordinates the delivery of ChemCentre’s outreach program in conjunction with the Manager, Media and Communications.

· Ensures effective delivery of individual outreach programs and events, through planning and event management.
· Assists the Manager, Media and Communications in training staff for outreach activities.
· Liaises with ChemCentre staff as required to develop events and activities for ChemCentre’s outreach program.

OCCUPATIONAL SAFETY AND HEALTH

· Ensure personal responsibility for taking reasonable care of their own safety and health; ensuring their conduct does not adversely affect others; complying with instruction, so far as they are reasonably able; familiarising themselves with the Safety Management Manual/System and all policies, procedures and safety considerations relevant for their position and job role; and cooperating with reasonable notified policies or procedures.

Key Performance Indicators
· Current website content, with maintenance occurring within an agreed and negotiated timeframe set by internal clients.
· Deadlines met for preparation and production of effective communications content as agreed by Manager, Media and Communications, and/or internal clients.

· Production of marketing and promotional material in line with negotiated timeframes set by internal clients.
· Successful delivery of outreach activities as set out in the annual outreach calendar.
· Positive and constructive working relationships with key internal and external stakeholders.
· Comprehensive media and social media dataset for evaluation and reporting purposes

· Development of internal systems and databases to support event delivery.
SELECTION CRITERIA

States the personal attributes required of someone to successfully fulfil the responsibilities of this job.  They are not necessarily listed in any specific order of priority:

Pre-Screening or Other Employment Requirements

· National Police Clearance
· Working with Children Check

· Fit for Work
Job Specific Criteria

ESSENTIAL 

1. Must hold, or be working toward, a degree or post-graduate diploma in communications, science communication, or marketing, or have at least two years’ relevant industry experience

2. Good understanding of scientific principles and concepts
3. Strong writing ability across a range of styles
4. Excellent verbal communication skills including ability to present to groups

5. Demonstrated ability to determine and manage priorities, meet deadlines, and respond to requests from stakeholders
6. Demonstrated ability to work within a team environment to develop and maintain relationships to achieve organisational goals
7. Good interpersonal skills, with the ability to work successfully with internal and external stakeholders from a wide range of backgrounds
DESIRABLE

It will be an advantage if you have:

1. Or are working towards a tertiary science qualification, particularly chemistry.
2. Experience in communicating scientific topics and concepts.
3. Experience in planning and delivering corporate and promotional events.
4. Experience in planning, research and delivery of projects.

5. Experience in managing multiple social media accounts, and understanding social media trends 

6. Experience with web content management systems (CMS) 
7. Driver’s licence.
OTHER APPOINTMENT FACTORS OR CONDITIONS

Covers any other conditions that may be applicable to this job.

	Job Location:
	 Resource and Chemistry Precinct, Manning Road, Bentley

	Accommodation: 
	N/A

	Allowances: (List allowances, if applicable to this position.)
	N/A

	Special Conditions: 

(List any special conditions that may apply to this position.)
	National Police Clearance

Working with Children Check

Provide buccal swab sample for staff DNA elimination database
Fit for Work Policy

	Specialised Equipment Operated: (Specify type of equipment, make and model, operated.)
	N/A


ChemCentre Overview

ChemCentre is the leading Western Australian provider of chemical and forensic science services. We ensure a safe and prosperous Western Australia through services and expertise that mitigate state risks, protect the community and support sustainable development.

ChemCentre provides high quality, independent chemical information, applied research, expert opinions, advice, investigative support, emergency incident support, and complex analytical services to government agencies, industry and research groups, based on core skills in organic and inorganic chemistry, recognised at national and international levels. 

Group Context

The Executive leads ChemCentre in the ways it does its business.  The Executive liaises with the Minister on government policies and ensures compliance with government requirements. The Executive also leads engagement with other key stakeholders such as government and industry clients, and the science community in WA. We aim for ChemCentre to be “recognised for the excellence of its staff, policies, systems and processes that support operations.” 
For further information on each of the laboratories and sections, please visit ChemCentre’s website on www.chemcentre.wa.gov.au
OTHER JOB-RELATED INFORMATION

Position No:

CC016010 
Position Title:   
Communication and Outreach Officer
Effective Date:  

TBD
Job Location:
Resource and Chemistry Precinct, Manning Road, Bentley

Award/Agreement:
Public Service and Government Officers General Award 2014 (as amended)


Organisational Placement within ChemCentre Structure:- 


Group:
ChemCentre Executive


JOB REPORTING RELATIONSHIPS

This position reports to:
Manager, Media and Communications
Supervisor Position No:

CCW08011

Classification Level:  Level 7
Other positions reporting directly to this supervisor:
0
Positions reporting to this job:
0

COMMUNICATIONS & OUTREACH OFFICER

SIGNATURE
 _______________________________


DATE 
_______________________

JOB CERTIFICATION & REGISTRATION

The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the job.

MANAGER, MEDIA & COMMUNICATIONS

CHIEF EXECUTIVE OFFICER

SIGNATURE
 _____________________________

SIGNATURE ______

DATE 
_________________________________

DATE ______________________________________

Registration date will be the date the CEO (or approved delegate) certifies this document.

The official registration stamp initialled by the HR Officer must appear on all pages of the JDF or, for electronic output copies, “Approved Record” and the “Effective Date” must appear in the Header of each page.
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