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JOB DESCRIPTION FORM
Media and Communications Manager (CCW08011)
Level 6, Executive
REPORTING RELATIONSHIPS
	Responsible to:
	Chief Executive Officer 

	This position:
	Media and Communications Manager

	Direct reports:
	Communications and Events Officer


ABOUT CHEMCENTRE
ChemCentre provides high quality, independent chemical information, applied research, expert advice, emergency incident support, and complex analytical services to government agencies, industry and research groups, based on core skills in chemistry which are recognised at national and international levels.
To achieve our Vision of being Western Australia’s leading provider of specialised chemical and forensic science services, we are committed to providing a workplace culture driven and shaped by our Values.  Our staff are expected to demonstrate a commitment to our Values of:
	TECHNICAL EXCELLENCE
	We advocate for technical excellence and use excellent science to inform and improve everything we do.

	INNOVATION
	[bookmark: _Hlk198644091]Through method development, and targeted, collaborative research and development we continually seek to improve our science.

	INTEGRITY
	We strive to operate ethically, sustainably, safely and with integrity in all we undertake.

	RESPECT
	We respect our clients, our staff and the responsibilities we are charged with.


We have adopted the Building Leadership Impact initiative which provides a comprehensive and integrated approach for positive leadership change across the public sector. Leadership Expectations provides a common understanding of the expected behaviours and associated mindsets in different leadership contexts to support the professional development and growth of our staff.  The leadership context of this position is Leading Others.
ABOUT THIS POSITION
Reporting to the Chief Executive Officer, this position leads the development and delivery of ChemCentre’s corporate communications, media, marketing, education and outreach functions. It provides strategic advice to the Executive and senior management, ensuring communications activities are effectively delivered and aligned with Government and organisational priorities.
The role is responsible for protecting and enhancing ChemCentre’s brand and reputation through effective media management, Ministerial and Parliamentary communications, and consistent, high-quality messaging.  It also oversees the day-to-day communications function, including staff, resources and stakeholder engagement, ensuring timely, coordinated communication that supports organisational objectives and compliance requirements.


KEY RESPONSIBILITIES
MEDIA AND COMMUNICATIONS
Provides high-level professional advice to the Chief Executive Officer and senior management on media, communications and marketing, contributing to the development, implementation and evaluation of communication activities across the organisation.
Develops, coordinates and delivers integrated communications and marketing plans and initiatives to support ChemCentre’s strategic objectives and legislative requirements, including key events, branding, stakeholder engagement and education and outreach programs.
Manages the preparation, review and quality assurance of complex media and communication materials, and coordinates communication activities with the Minister’s Office, including Government briefings and responses to Parliamentary Questions.
Oversees the day-to-day operations of the media and communications function, including supervision of staff and management of human, financial and physical resources, ensuring the delivery of timely and high-quality services.
Identifies, monitors and assesses emerging and sensitive issues that may impact ChemCentre’s operations or reputation, contributing to the development of coordinated and effective communication responses.
Supports organisational engagement and culture through effective internal communication initiatives, including staff messaging, events and intranet communications.
Coordinates and contributes to key corporate publications, including the annual report, and maintains the publication register to support governance and compliance requirements.
Develops and maintains ChemCentre’s brand and profile, ensuring consistency and compliance with Government and organisational policies, standards and style guidelines.
Builds and maintains effective relationships with internal and external stakeholders, using sound negotiation and communication skills to achieve collaborative outcomes.
CORPORATE
Adheres to the Public Sector Code of Ethics; ChemCentre's Values and Code of Conduct, including reporting wrongdoing; the principles and practices related to equal opportunity, diversity and inclusion; and all applicable legislation, policies and procedures.
Actively participates in the performance development program and completes all mandatory training applicable to the role.
Takes all reasonable care for the health, safety and wellbeing of yourself and others by complying and cooperating with work health and safety legislation, policies and procedures.
OTHER
Undertakes other duties as directed in accordance with strategic objectives, business plans, workload priorities, and performance management plans.


WORK-RELATED REQUIREMENTS (SELECTION CRITERIA)
Able to demonstrate the following selection criteria which are applied in the context of the key responsibilities of the position and our Values:
ESSENTIAL
1. Experience in developing and delivering integrated communications and marketing strategies and plans, including digital communications and event coordination, to achieve organisational objectives.
2. Proven ability to coordinate and prioritise team activities to deliver timely and high-quality media and communications services in a fast paced environment with competing deadlines.
3. Highly developed interpersonal and negotiation skills with the ability to build and maintain effective relationships and work collaboratively with a diverse range of internal and external stakeholders.
4. Well – developed analytical, conceptual, research and problem solving skills with the ability to assess complex issues and contribute to effective and practical solutions.
5. Excellent verbal and written communication skills including the ability to prepare, edit and present clear, accurate and engaging information and promotional materials tailored to a range of audiences and communication channels.
DESIRABLE
1. Possession of, or progress towards, a relevant tertiary qualification in marketing, media, communications or other relevant discipline.
ELIGIBILITY FOR APPOINTMENT
Appointment is subject to a satisfactory:
National Police Clearance (less than three months old).
Fitness for work assessment via Alcohol and Drug testing.
Proof of identity, including the right to work in Australia.
Current Western Australian driver’s licence.
OTHER SPECIAL REQUIREMENTS
· A buccal swab for the DNA elimination database may be required.
· Participation in ChemCentre’s Hepatitis Immunisation Program.
· Availability to work outside normal business hours, including weekends and evenings, when required.
ADMINISTRATION DETAILS
	Award:
	Public Service Award 1992

	Agreement:
	Public Sector CSA Agreement 2024 (and its replacement)

	Location:
	Bentley
	Criteria Progression:
	No

	Approved by:
	Chief Executive Officer

	Effective Date:
	May 2026
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