[image: A picture containing shape

Description automatically generated][image: Text, letter

Description automatically generated with medium confidence]

JOB DESCRIPTION

	1.	JOB DETAILS
	

		Job Title:
	Communications Officer

		Location:
	McDonald Road (Edinburgh) / Hybrid Working

		Team/Directorate:
	Business Support & Transformation

		Responsible To:
	Communications Manager

		Responsible For:
	None

		Indirectly Responsible For:
	None




	2.	JOB PURPOSE
	



Develop and deliver high-quality communications to customers, employees, and stakeholders, utilising Adobe Creative Suite and Canva to design branded documents, presentations, and marketing collateral. Support the overall marketing and communications strategy by creating compelling content that aligns with business goals and brand guidelines. Manage and develop content across Hanover’s social media and digital platforms, creating visually engaging posts, graphics, and multimedia. Ensure consistency and innovation in digital content, staying current with emerging trends and tools to enhance engagement and maintain a strong online presence.

	3.	KEY RESULT AREAS / PRINCIPAL DUTIES AND RESPONSIBILITIES



· Work with teams across Hanover to deliver a Communications Strategy and Plan that supports the overall Strategy & Business Plan. 
· Coordinate key projects within the communications remit, managing timings, budgets, and content while ensuring brand and regulatory compliance.
· Develop high-quality communications for customers, employees, and stakeholders, utilising Adobe Creative Suite and Canva to design branded documents and digital assets. 
· Manage and enhance content across social media platforms, creating engaging posts, graphics, and multimedia, while contributing to the social media content strategy to align with business goals.
· Oversee website content updates via the CMS, ensuring consistency and providing guidance.
· Coordinate marketing communications, including a quarterly customer magazine, other printed materials, and key stakeholder communications, such as the Annual Report.
· Assist with press inquiries, PR tasks, and copy editing/proofing communications across the organisation to maintain quality and consistency.
· Work with other teams within Hanover to assist and deliver their communications requirements as needed – from taking an initial brief through to delivery and including regular updates and delivering in a timely manner.
· Provide support to teams across Hanover to help to co-ordinate events (both virtual and face-to-face) for customers, employees and external development events.
· To ensure the communications budget is recorded and monitored against allocated spend. 

Key Relationships – Internal & External

Internal

· Senior & Operational Leadership Team - providing updates and input on key projects.
· All Managers – providing support and guidance for communications and marketing related activities.
· Business Support & Transformation Directorate – provide team support and communications updates as required.

External

· Hanover Customers – when involved in events and comm activities as well as gathering content for newsletters.
· Suppliers & Partners – liaising with suppliers on Marketing, PR & Printing related activities including photoshoots and press releases.
· Stakeholders – when hosting events and coordinating projects.

Health & Safety
· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to.
· Comply with safe working practices as defined by Hanover.
· Complete online training as and when required.
· Take reasonable care for your own health and safety and that of others who may be affected by acts or omissions at work.
· Report any accidents, incidents or near misses as soon as reasonably practicable.

	General

· Be aware of and always adhere to Hanover’s policies and procedures.
· Take part in Success & Development reviews and one to one meetings with your manager throughout the year.
· Cooperate with other Hanover teams to achieve good outcomes for our customers, colleagues, and contractors.
· Attend training courses and complete online training modules as required to meet the requirements of the post.
· Take responsibility for own personal development, seeking out opportunities to learn new skills.
· Undertake any other duties as requested by leadership which are reasonably deemed to be within the scope of the role or necessary for the smooth running of the business.
· Be an ambassador of Hanover’s values and behaviours at all times and demonstrate high levels of integrity in the course of your duties.

	
	Other
· Always apply Hanover’s values and behaviours to every aspect of the role.
· Protect and enhance the interests and reputation of Hanover internally and externally. 
· Act as a role model and always treat employees and customers with integrity and respect.
· Comply with Hanover’s Code of Conduct for Employees.


COMMUNICATIONS OFFICER
Person Specification

	
CRITERIA

	
ESSENTIAL
	
DESIRABLE

	Qualifications and specific training
	
	Educated to Degree level

Marketing/Events relevant qualification


	Experience
	Significant experience of working within a communications, marketing or events environment.

Demonstrable experience of developing publications from brief to delivery.

Demonstrable experience of working with websites and social media.

	Relevant public or third sector or similar experience.

Awareness of working with print production and photography.

	Knowledge
	Detailed understanding of current and emerging communication channels & technologies. 

Understanding of event management processes.

Understanding of communications methods, channels and delivery to a wide range of audience requirements.

	Awareness of housing sector.

Awareness of Health and Safety requirements. 


	Skills
	Excellent writing and editing skills.

Highly developed communications skills.

Strong organisational and budget management skills.

Proficient in MS Office (Teams, Word, PowerPoint, Outlook) and experienced in Adobe Creative Suite (InDesign, Adobe Acrobat Pro), Canva, and film editing software.
	 


	Personal attributes
	Ability to work with employees in all teams / levels within Hanover

Excellent attention to detail and high standards of presentation of communications material 

Be aligned to Hanover Values
· Show Respect
· Be Accountable
· Support Collaboration
· Promote Inclusion

	

	Additional requirements
	Ability to travel to various sites to support meetings as necessary

	




Job Description and Person Specification Agreement:


The above job description is not exhaustive but an indication of the duties the post holder may undertake and will be subject to review.
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