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JOB DESCRIPTION 
 

Job Title: Communications Officer 
 
Job Family: Business Support Role Profile Title: BB3 Police Staff 

 
Reports To: Communications Manager / 
Senior Communications Officer 

Band level: 3H 
 

Staff Responsibilities (direct line management of): Nil 
 

 
a. OVERALL PURPOSE OF THE ROLE: Defines the role, put simply, why it exists. 

The overall purpose of the role is to: create and deliver communications advice to officers 
and staff across the force to support and promote the organisational aims and the work of our 
people. 

 
b. KEY ACCOUNTABILITY AREAS: Define the important aspects of the role for which the 
job holder is responsible for results or outcomes. 

The key result areas in the role are as follows:  

1. Provide officers and staff with tactical advice in a range of communications disciplines – 
including but not limited to employee engagement, media relations and consequence 
management. 

2. Deliver communications activity on a day-to-day basis to support organisational / 
operational aims and promote the work of members of the force. 

3. Create engaging content – copy, video, imagery – for use across all available channels , 
tailored to specific audiences, both within the organisation and outside. 

4. Monitor and respond to media enquiries concerning organisational / operational matters. 
Ensure prompt and accurate responses are given through the most appropriate channels – 
including but not limited to writing statements, arranging interviews, writing social media 
updates. 

5. Create and deliver timely, engaging and accurate information messages for a variety of 
audiences, including but not limited to our workforce, key stakeholders, the media and the 
public, through the most appropriate channels. 

6. Establish and maintain effective working relationships with key stakeholders across the 
force to support the delivery of effective communications inside and outside the organisation. 

7. Contribute to the communications response to major incidents, crisis situations and pre-
planned operations as required. 

8. Any other additional responsibilities and tasks as reasonably assigned by management, 
which are in line with the role's nature and level and the needs of the organisation. 
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c. DIMENSIONS: Include matters such as key result areas that make the greatest demands 
on the role holder, seasonal pressures, items processed, the number of customers and/or 
level of authority to make financial decisions or commit other resources. 

Further Comments: 

The role holder may be required to participate in the out of hours on call rota. 

 
d. CHARACTERISTICS OF THE ROLE 
Expertise: Concerned with the level of administrative, professional and/or technical 
expertise (knowledge and skills) needed to perform the role effectively; may be acquired 
through experience, specialised training, and/or professional or specialist education and 
training.  

The knowledge or skills required in the role are as follows (essential or desirable): E/D 

1. Educated to degree level and/or possessing a professional qualification in 
communications, public relations, media relations, or equivalent experience. E 

2. Experience of providing tactical advice on a range of communications in a large public 
or private sector organisation. 

E 

3. Skilled in creating engaging content (copy, video, imagery) tailored to specific 
audiences and using various communication channels. E 

4. Strong interpersonal skills with a proven ability to establish and maintain effective 
working relationships with key stakeholders to support both internal and external 
communications. 

E 

5. Excellent writing and proofreading skills across a range of mediums. E 

6. Understanding of communication evaluation approaches with strong analytical skills 
to distil and present complex data. E 

7. Excellent IT skills and thorough understanding of digital channels for effective 
communication. E 

8. Awareness and understanding of media law and its application in a police 
communications setting. 

D 

 

 


