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Role Description



[bookmark: _Hlk515540583]Job Title:		 Communications Advisor
Department:	Ranga Tōpū / Corporate Services 
Responsible to:	Marketing and Communications Manager
Purpose Statement:	To support Te Taiwhenua o Heretaunga key goal of engaging and communicating effectively with whānau, staff, and communities by providing support for marketing and communications functions and activities as directed; and coordinating and contributing to digital content production.
Mission:	Mauri ora ki te Mana Māori
	Strong whānau, Vibrant Communities 
Values:		Kotahitanga:  We are Kaupapa-Māori organisation and work with each other and others to enhance whānau potential.
Whānaungatanga:  We are whānau driven and actively foster and form positive relationships, partnerships, alliances and connections.
Kaitiakitanga:  We exhibit custodianship and are stewards of our resources to advance the kaupapa.
Whakamana:  We are outcome focused and recognise, respect and uphold mana.
Relationships:	External – Print Suppliers, Media Agencies, Digital Content Production equipment suppliers 
Internal – Service Managers, Staff
Runanga/Committees – Special Projects
VCA Role		  Non-Children’s Worker
Structure:	Refer to Structure Chart


KEY ACCOUNTABILITIES
Kaupapa o Te Taiwhenua o Heretaunga
· Contribute to the delivery of effective and integrated marketing and communications  services as part of a team and individually
· Work with colleagues in a respectful and professional manner at all times maintaining focus on the kaupapa, and doing what it takes to advance the kaupapa
· Have an awareness of the wider support network that Te Taiwhenua o Heretaunga offers whānau
· Understand and promote all aspects of the Te Taiwhenua o Heretaunga kaupapa
· Adhere to and apply Te Taiwhenua o Heretaunga values in all aspects of Te Taiwhenua o Heretaunga’s work
· Participate in Te Taiwhenua o Heretaunga kaupapa activities, including karakia, waiata and marae noho
· Take opportunities for cultural development to advance understanding, competence and contribution to the kaupapa
· Participate in Te Taiwhenua o Heretaunga systems to maintain focus and achievement of performance deliverables
· Adhere to organisational and professional quality standards and work within team to promote continuous improvement of policies, procedures and practices
· Participate in regular peer supervision and/or professional supervision
· Work in a reflective manner and take opportunities for self-development
	Internal Communications 
· Work with Marketing and Communications Manager to create and distribute high-quality, consistent content that supports the Te Taiwhenua o Heretaunga Strategic Plan and Communications Plan.
· Work collaboratively to support ongoing improvements in both hard copy and digital content that is engaging and end-user-focused. 
· Assist with the preparation of presentations for Marketing and Communication for the CEO and Board Chair. 

	Intranet and Internet Management
· Support the Marketing and Communications Manager in management and effective functioning of the Intranet and internet.
· Contribute ideas and concepts to increase the effectiveness of the intranet and internet to its users


Social Media
· Support the scheduling, production and publishing of content for social media that is engaging, relevant, and timely for whānau, Te Taiwhenua o Heretaunga kaimahi, and communities 
· Contribute to the maramataka-aligned social media production and publishing schedule 
· Develop capability, capacity and skills to plan, shoot, edit and publish social media content 

Marketing and Communications Support
· Provide support to implement strategies to meet Marketing and Communications business objectives
· Support the design, creation, editing, production and distribution of marketing branding and communications material
· Lead or Assist with event co-ordination and management. 
· Publish content on Te Taiwhenua o Heretaunga digital platforms
· Help maintain marketing and communications databases
· Assist in the management of the marketing and communications document library
· Generate story ideas and content for intranet, web articles, e-newsletters,and external media agencies
· Contribute to the Monitoring and moderating of media platforms to protect Te Taiwhenua o Heretaunga 
· Support graphic design creation for organisation events 
· Contribute to the  maintenance of corporate and branding standards for all external marketing and promotional material
· Create and maintain positive working relationships with whānau, suppliers and stakeholders 
· Other Marketing and Communications duties as directed
Team
· Collaborate, contribute and share knowledge, skills, and abilities to achieve organisation goals within working groups
· Initiate and nurture effective working relationships with team members, experts and external contacts 
· Manage workload in accordance with all relevant standards and contract requirements, meeting assigned milestones and targets
· Carry out assigned duties as directed by Manager, remaining flexible and able to carry out different tasks or work in different teams as required
· Prioritise attendance at Team meetings to ensure consistent messaging and understanding, and delivery of support to colleagues/projects
· Provide support and training to others as part of in-service training in areas of expertise

Quality and Development
· Ensure continuous quality improvement with digital communication strategies, applications and hardware 
Sector Knowledge
· Maintain knowledge, understanding and current developments of communications sector to inform service delivery
Health and Safety
· Work safely and keep others safe at work, maintaining familiarity with health and safety policy and procedures.
· Promote and participate in health and safety, maintaining a safe workplace, and ensuring that any safety equipment is used correctly at all times.
· Ensure a safety risk assessment is completed when travelling off site for content production or other assignments 
Other Duties
· Carry out additional duties from time to time as requested by management.
The key accountabilities of the role may change from time to time so that Te Taiwhenua o Heretaunga is able to adapt to changes in the business environment.


PERSON SPECIFICATION
Essential
EDUCATION:
· A tertiary qualification in Digital Content Producrtion, Communication and/or marketing; or professional experience in a related field 
SKILLS AND EXPERIENCE
Essential: 
· Experience with social media platforms
· Experience in Digital content production covering full spectrum of shoot, edit and publish
· Proficient writing and story composition skills 
· Proficiency in Microsoft Office including; Word, Outlook, Excel and PowerPoint
· Experience at building and maintaining relationships
· Experience in working with websites and intranet
· Excellent communication and presentation skills – written, verbal and visual
· Ability to prioritize and balance multiple projects simultaneously
· Strong administration and organisational skills
· Effective project management
· Current full driver’s licence
· An understanding of Tikanga Māori and confidence working with Māori
Desirable: 
· Driver’s licence, preferably full
· Proficiency in the Adobe Suite of design tools
· Proficiency with video editing software
· Competent videographer 
· Familiarity with Te Reo and tikanga

PERSONAL ATTRIBUTES
Essential:
· Able to relate to and communicate with people from all walks of life
· Strong communicator with a willingness to work closely and tell the stories of teams around the organisation
· Collaborative worker, team player
· Professional attitude
· Strong work ethic
· Able to work under pressure to deadlines
· Commitment to te Reo and tikanga Māori 
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