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JOB DESCRIPTION FORM

JOB DETAILS

Position Title: Manager Media and Communications

Position No: CCW08011
Work Group:  ChemCentre




Position Level:
Level 7
(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:

This position has overall responsibility for strategic development and operational implementation of ChemCentre’s corporate communications, media, marketing and education and outreach plan and programs.

STRATEGIC COMMUNICATION

· As a member of the Corporate Executive Team, provide high level advice and support to the Minister’s office, Board and Executive in developing and implementing strategic initiatives in media, communications and education that achieve strategic and operational outcomes, and enhances ChemCentre’s reputation.

· Lead and manage the strategic and operational requirements of ChemCentre’s communication, branding, stakeholder engagement and outreach programs, including budgets and alignment with corporate strategic and business planning.

· Monitor and report on emerging and critical issues in relation to the business and reputation of ChemCentre.
MEDIA 

· Direct and manage media liaison and advocacy, including building relationships with the media and managing all media enquiries, interviews and stories.

· Ensure policies and processes are in place for management and communication with the media and community (via traditional and social media) and provide coaching and training to individuals.

BRAND AND RELATIONSHIPS
· Develop and manage ChemCentre’s brand and profile to ensure alignment with strategic direction and consistency and compliance with ChemCentre brand across products.

· Build strategic relationships in government, industry and the community, and consult and negotiate with relevant stakeholders to ensure high levels of collaboration, engagement and support.
· Work collaboratively with the Business Development Manager to develop marketing strategies to improve profile and grow market share and revenue through business development and sales.
COMMUNICATIONS - CORPORATE AND INTERNAL

· Manage corporate communications, including publications, ChemCentre’s annual report and online communication tools.

· Build and support an ongoing positive ChemCentre culture through effective internal communications.
OUTREACH AND ENGAGEMENT

· Manage and deliver an outreach and science engagement program aligned with ChemCentre’s strategic direction, including collaboration with key science engagement partners.

CORPORATE POLICY

· Work within Equal Opportunity and Diversity, and Occupational Safety and Health principles and practices, and demonstrates expected behaviours as outlined in the ChemCentre’s performance management program, and aligned with its Corporate Values. 
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.
· Actively contributes and participates in health and safety in the workplace by addressing any identified hazards or discussing the issue and potential solutions with their supervisor and, if necessary, drawing the attention of Safety and Health Representatives to any unresolved issues.
KEY PERFORMANCE INDICATORS
The KPIs for this role are determined in line with ChemCentre’s strategic planning and annual business planning. Objectives and outcomes are negotiated as part of the annual cycle and performance measured and reported to the CEO, Executive and Board.
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
WA Police Integrity Check

Fit for Work
Job Specific Criteria

We are seeking a highly motivated and enthusiastic professional who can demonstrate relevant experience in the delivery and management of media and communications services to actively promote ChemCentre’s achievements, reputation, and value to the State. 
Applicants should demonstrate their capacity to meet the following criteria, which should be read in conjunction with the specific responsibilities of the role.

ESSENTIAL 

1. Demonstrated experience in managing corporate communications, media liaison, marketing, and, developing and implementing communication strategies.

2. Demonstrated experience in providing high level advice at Ministerial and/or senior management level. 

3. Demonstrated ability to focus strategically by aligning business objectives with strategic priorities.

4. Demonstrated experience in leading a successful team in a communications or media environment.
5. Excellent interpersonal, writing and communication skills and demonstrated ability to work independently and within a team environment.

6. Demonstrated negotiation and influencing skills.
DESIRABLE

1. Ability to work outside normal business hours, including weekends and evenings.
2. Current ‘C or A’ class driver’s licence.
With your application, please provide:
· Evidence of your relevant tertiary qualification
· Your Curriculum Vitae (CV) 

· The names and contact details of two referees (referees may be contacted prior to any offer being made)

OTHER APPOINTMENT FACTORS OR CONDITIONS

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

	Job Location:


	Resources and Chemistry Precinct, Manning Road, Bentley, WA

	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

Hepatitis B Immunisation
Fit for Work

WA Police Integrity Check

Provide a buccal swab sample for a staff DNA elimination database

	Specialised Equipment Operated: 

(Specify type of equipment, make and model, operated.)
	N/A


OTHER JOB-RELATED INFORMATION

Position No:

CCW08011
Position Title:  Manager, Media and Communications


Effective Date: 

May 2017
Job Location:
Bentley, WA

Award/Agreement:
Public Service Award 1992 (as amended)

Public Service and Government Officers General Agreement 
Organisational Placement within ChemCentre Structure: - 


Group:

ChemCentre
Division:
Executive 
Section:


JOB REPORTING RELATIONSHIPS

This position reports to: Chief Executive Officer, ChemCentre
Supervisor Position No: CCW07024
Classification Level: Band 4
Other positions reporting directly to this supervisor:
5
Positions reporting to this job:
1
JOB CERTIFICATION & REGISTRATION

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

DIRECTOR
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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