Media and Communications Officer
Role Description
	Salary grade:
	
	D

	Reference number:
	
	CO

	Team:
	
	Finance and Business Services

	Reporting to:
	
	Head (Communications)

	Line managing:
	
	No line management responsibility

	Location:
	
	This role can be based at any one of the Arts Council of Wales offices in Cardiff, Colwyn Bay or Carmarthen 

	Travel:
	
	Frequent


The Arts Council of Wales
Arts Council of Wales is an independent charity, established by Royal Charter in 1994.  It is a Welsh Government Sponsored Body whose members are appointed by the Welsh Government.  
The Welsh Government provides the majority of our funding.  We also distribute funding from the National Lottery and raise additional money for the arts where we can from a variety of public and private sector sources.
We’re ambitious for the arts in Wales.  Our vision is of a creative Wales where the arts are central to the life and well-being of the nation, making our country an exciting and vibrant place to live, work and visit.  The success of our vision depends on the imagination and creativity of our artists, the quality of their work and the efforts that are made to reach out to and inspire audiences.  We work to create the environment in which ambitious, enterprising artists can grow and flourish, where as many people as possible enjoy and take part in the arts.
Our values
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As a public body we’re expected to uphold the highest standards of accountability and openness.  We also value creativity and innovation.  Our staff often work together in groups and teams to achieve our programmes of work.  We place particular emphasis on flexible, collaborative working and support our staff to nurture and develop these skills.
About this role
Applications are invited for a highly skilled Media and Communications Officer to support the Head of Communications in the advancement of the Arts Council of Wales’ media presence and actively promoting an accurate and positive understanding of the Arts Council. The ideal candidate will be adept at managing comprehensive communications campaigns, fostering relationships with media outlets in Wales and beyond, and creating impactful content across various internal and external platforms for maximum impact. 
Duties will include working both internally and externally to communicate key strategic messages and raise the profile of the Arts Council of Wales.  The successful candidate will be responsible for delivering a wide range of communication activities, including creating news stories, responding to media enquiries, developing online content and social media activity. The post holder will also work on internal communications, in addition to working on a variety of other communications activities in conjunction with colleagues.

Principal responsibilities
· Assist in developing and implementing the Arts Council of Wales’ communications strategy
· Manage day-to-day media relations activities, including responding to media enquiries and proactively seeking media opportunities.
· [bookmark: _Hlk169083961]Work with Multimedia Content Officer and other members of the Communications Team to create and manage accessible content for various external and internal communication channels, ensuring alignment with Arts Council of Wales’ brand and messaging.
· Develop and execute media campaigns that showcase the depth and breadth of our funding and other activity
Key relationships 
· Build and maintain relationships with key media contacts and influencers.
· Collaborate closely with internal teams to ensure integrated communications efforts.
· Support the Chair and ELT in their media activities.
· Support the Head of Communications in crisis communication management and provide timely and effective responses to emerging issues.
· Deputise for the Head of Communications, when required, on media matters.
Advice and information 
· Assists colleagues, artists and arts organisations with media support and guidance. 
Event and budget management 
· Manage and shape projects that promote the Arts Council’s priorities, including public events.
· Contribute to budget management, ensuring efficient use of resources.
Project and contract management – works with external agencies and companies as appropriate to deliver programmes in support of Arts Council priorities, always ensuring an appropriate balance between in-house and external delivery (e.g. media monitoring). 
· Ensure consistent use of the Arts Council’s ‘house style’ and brand, and that the Arts Council, Welsh Government, and National Lottery are properly credited by funding recipients.
Public affairs and advocacy – promote a positive profile for the Arts Council and the activities it supports. 
Evaluation – contribute to the measurement and evaluation of communications activity across all channels, based on defined metrics and current best practice; collate reports as necessary.
Policy – provides specialist knowledge to assist with drafting policies such as the Internal Communications Policy.
Corporate compliance – adhere to those policies that protect the Arts Council and its staff against potential exposure to reportable risks and incidents. These include Anti-Fraud, General Data Protection Regulations, Welsh Language Standards, Wellbeing of Future Generations and Cyber Security/ICT use. (Staff responsibilities are defined in the relevant Arts Council policies.)
Additional duties – any reasonable duties consistent with the above.


Knowledge, experience and attributes
We want to attract to our organisation people who have an interest in the arts, a commitment to the principles of open and accountable public service, and the flair to work with a diverse range of stakeholders.  We believe in setting the highest standards in all aspects of our work.  Every member of staff is therefore an ambassador for the organisation, and we expect everyone to respect and uphold our reputation.  
We aspire to be an innovative, forward-looking organisation.  We look to our staff to work collaboratively with each other to ensure that we’re efficient, effective and useful.  
We take for granted that our staff will be competent in their management of routine administration and that they’ll have developed good organisational skills.  So we’re particularly interested in staff who have the ability to work imaginatively and flexibly to tackle the challenges that they’ll face – staff who have the initiative and drive to thrive in a busy work environment and who derive satisfaction from achieving ambitious and stretching targets.  
In addition, this role requires the following specific knowledge, experience and attributes. Applicants will be assessed against the essential and desirable criteria set out below:  

	
	Essential
	Desirable

	Qualifications
	· Degree level or equivalent qualification and / or relevant experience in a similar complex role.
	· Postgraduate qualification in media, communications, or a related field.

	Knowledge
	· Sound knowledge of the media in Wales, UK and Internationally
· An understanding of national and local government structures
· An enthusiasm for the arts in Wales
· Strong understanding of the media landscape in Wales and experience of working with broadcast media.

	

	Skills
	· Highly developed IT skills
· Excellent communication skills, both written and oral.
· Follows and operates the principles of ‘Cymraeg Clir’ and ‘Plain English’
· Strong strategic planning and project management skills.
· Ability to identify and create engaging stories that align with Arts Council of Wales’s strategic vision
· Strong interpersonal skills and the ability to build relationships with a wide range of stakeholders.
· The ability to speak and write Welsh fluently in a wide variety of situations is essential for this post. 

	· Ability to work with the arts sector to promote their work in the media.
· Proficiency in using social media platforms for professional purposes.


	Experience
	· Significant experience in media relations and communications, including developing and executing media campaigns.
· Proven track record of successfully managing media interactions and relationships.
· Experience in creating and managing content across multiple media channels, including social media.
· Experience in crisis communication management.
· Proven previous experience gained by extensive practice in a PR role, including evidence of managing media relations and successfully developing and implementing innovative PR strategies
	• Experience in the arts sector.
• Familiarity with media monitoring tools and analytics.

	Attributes
	· Impeccable writing and grammar, able to confidently converse both and writing and orally in Welsh and English
· The capability to liaise with clients and customers at all levels, building key relationships with media agencies including print/online broadcasters, advertisers and graphic designers
· Creative flair and a keen eye for initiating new, fresh and innovative PR solutions
· Coolness under pressure, with the ability to weigh up differing priorities and demands, reach decisions and make recommendations
· Excellent time management and organisation skills
· The aptitude to think strategically and develop priorities
· Commitment to equal opportunities
· Demonstrates a commitment to undertaking continuous professional development.
· The ability and willingness to frequently travel throughout Wales, the UK and/or overseas, and to work unsocial hours when the need arises
	

	Welsh language
	· The position of Media and Communications Officer is Welsh essential. You will need to be able to communicate in both English and Welsh in meetings, individually and in public. We are looking for an individual who understands the culture of Wales; the diverse relationship of the people of Wales with the Welsh language and who is committed to ensuring a progressive use of Welsh linguistically and culturally within the Arts Council and the wider sector. Everyone has their own story with the language, and we recognise that confidence levels vary from person to person. We need someone who is confident and fluent in Welsh for this role.
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