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JOB DESCRIPTION 
 

 
 
Form 
JD1 

JOB TITLE: Head of Communications and 
Marketing 
 

POST NUMBER: 1100DUV 

REPORTS TO (Job Title):  
 

Assistant Director of Policy and Strategy 

DEPARTMENT:  Communications Team GRADE: 12 
 

JE REF: 3637 
B00906 

PANEL DATE: 020217 
 

1. MAIN PURPOSE OF JOB  
 

To develop and deliver an effective, efficient, high quality communications strategy that 

will raise City of York Council’s reputation, locally, nationally and internationally. 

To develop and deliver effective audience-appropriate marketing strategies for the City 

of York Council that meet organisation objectives 

To develop and deliver effective engagement strategies to support the delivery of major 

capital projects, ensuring residents remain informed and engaged throughout the 

development process 

To develop and deliver an effective and high quality communications and marketing 

strategy to support the marketing ambitions of the economic strategy, cultural strategy 

and tourism strategy developing and embedding a shared narrative for the city.  

To provide strategic leadership and to drive the delivery and continued improvement of 

all internal and external communications activity to improve the city council’s reputation 

and ensure York’s residents, partners, elected members, staff and key stakeholders 

understand and fully engage with the council’s agenda and priorities in the Council 

Plan. 

To develop strong and committed new ways of collaborative working in partnership with 

other local authorities, external partners and other public sector organisations to deliver 

city-wide communications and marketing challenges. 

To act as the most senior advisor responsible for the provision of professional 

communications and PR expertise and advice to the chief executive, corporate 

directors, senior officers, the leader and deputy leader and portfolio holders. 
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To be a lead member of the ‘Leading Together’ group and support the provision of 

services across the city council. 

To support the agreed corporate values and behaviours of the organisation to support 

cultural change and development. 

This is a politically restricted role and while the post holder can support councillors, the 
role is a-political. 
 

2. CORE RESPONSIBILITIES, TASKS & DUTIES: 
 

 i.  To lead and oversee delivery of an effective, integrated communications service 
which supports the council plan and the overall reputation of the organisation. 
 

 ii.  To lead and oversee delivery of effective audience-appropriate marketing 
strategies to meet adoption targets, fostering recruitment targets, housing delivery 
sales targets and itravel/bus targets, providing consultancy support to those 
teams who deliver their own marketing strategies 

 iii.  To develop and deliver effective engagement strategies to support the delivery of 

major capital projects, ensuring residents remain informed and engaged 

throughout the development process and embedding a different approach to 

engagement 

 iv.  Working closely with partners, develop and deliver an effective and high quality 

communications and marketing strategy to support the marketing ambitions of the 

economic strategy, cultural strategy and tourism strategy developing and 

embedding a shared narrative for the city.  

 v.  As a member of the ‘Leading Together’ senior manager cohort, contribute to the 
strategic management of the council to ensure achievement of corporate aims 
and objectives.  

 vi.  To recommend, facilitate and implement managerial, organisational and 
operational change to ensure a significant step change in performance, cost 
effectiveness, productivity and customer satisfaction. 

 vii.  To lead a culture of continuous improvement that delivers results through 
organisational and people development, including seeking and securing income 
generating opportunities for the communications team. 

 viii.  To ensure the council engages effectively with its residents, partners, elected 
members and staff, including supporting progress towards online digital services 
for all York residents. 

 ix.  To provide high level strategic advice and guidance to the chief executive, 
corporate directors, leader and deputy leader and councillors with portfolio 
responsibilities on all communication matters. 
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 x.  To ensure consistency and clarity of messages to support the creation and 
development of the council’s overall narrative. 

 xi.  To manage the council’s 24/7 media relations service, with a focus on achieving 
positive coverage and showcasing the work and initiatives of the council while 
robustly rebutting misinformation and correcting factual inaccuracies. 

 xii.  To oversee the ongoing development and application of the council’s corporate 
brand, ensuring City of York Council is both seen and heard. 

 xiii.  To oversee delivery of an annual deliverable communications, marketing and 
engagement work programme of integrated campaigns which support key council 
initiatives, ensuring all communications activity is evaluated and is cost effective. 

 xiv.  To ensure that the council’s digital communications and social media channels 
are effective and are used to engage with key audiences. 

 xv.  Commission external agencies and suppliers to deliver key communications and 
marketing activities to time and budget, maintaining an account management role 
to hold agencies to account for meeting objectives. 

 xvi.  Take personal responsibility for project managing and delivering the most 
complex communications campaigns, activity or reactive issues which have the 
potential to cause the greatest damage to the council’s reputation. 

 xvii.  To ensure that effective internal communications are in place – working closely 
with Human Resources and the workforce development team to continue to 
develop, broaden and improve communication and engagement with staff. 

 xviii.  To ensure effective partnership working and communications planning 
arrangements are in place with key public and private sector organisations in the 
city and regionally such as North Yorkshire Regional Forum (NYLRF) and the 
West Yorkshire Combined Authorities. 

 xix.  To chair and lead the York Head of Comms group to address city-wide 
communications challenges 

 xx.  To maintain a high level of awareness of current and emerging political, social, 
economic and communication developments at city, regional and national levels 
to identify new and emerging initiatives relevant to drive forward reputation, 
branding and communication. 

 xxi.  Instil in all communications team members the imperative for accountability, 
responsibility, collaboration and integration with team colleagues and with staff in 
other areas of the council. 

 xxii.  To continually seek new, innovative and improved ways of communicating 
effectively with all the council’s stakeholders. 

 xxiii.  Effectively lead and manage direct reports including the setting, monitoring and 
evaluation of objectives whilst motivating and empowering employees to develop 
and maintain high levels of satisfaction and achievement. 

 xxiv.  Be totally accountable for the departmental budget and deliver agreed savings 
targets as required, whilst maximising income generation opportunities. 

 xxv.  Establish and maintain communication networks, internally within the council and 
externally with partners and the media (locally, regionally and nationally). 
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 xxvi.  Be responsible for an out-of-hours emergency communications service. 

3. SUPERVISION / MANAGEMENT OF PEOPLE 
 
No. reporting - Direct:          5  
 
Directly -  5 Senior Communications Managers  
Direct line management of staff, allocating work depending on seniority of staff, 
monitoring the effectiveness of this work through performance management. Carrying 
out PDRs, setting out priorities and dealing with council HR policies. 
 
Indirect: 8 
 
Indirectly: Supervise the work of freelancers, suppliers 
 

4. CREATIVITY & INNOVATION 
 

 The post holder needs to be highly creative in planning the council’s 
communications programme, researching, conceiving and applying innovative 
solutions and getting the best out of the team. This involves challenging 
accepted ways of working to look for innovative solutions to communications 
issues. 

 The post holder needs to have relevant experience in the development of 
external communications, branding, marketing and engagement to identify and 
deliver income opportunities for the team – whether through internal or external 
marketing, PR, media, communications development/income. The ability to set 
and monitor budgets is essential to this post.  

 The post holder needs to take the lead in formulating public positions on key 
projects, pulling together opinion from councillors and senior officers, advising 
on the reputational implications and ensuring those messages are 
communicated in the most advantageous way by the team. 

 The post holder should take a creative approach to anticipating reputational 
risks, drawing on knowledge of the media and every aspect of the council’s work 
normally to very tight (sometimes hourly) deadlines.  

 A key part of the role is to encourage and recognise creative thinking and 
innovation in the communications team, itself requiring creativity on the part of 
the post holder. 

 In an increasingly ‘digital age’, ensure that the opportunity to exploit new 
electronic communication channels is taken and supports the council’s new 
customer relationship management (CRM) system. 

 The nature of the work means that it is highly unpredictable and demanding and 
the requirement and ability for quick and flexible thinking is very high, using 
experience and technical knowledge of communications issues to decide on an 
effective way forward. This is especially true in crises and emergencies. 

 The post holder will be expected to research and introduce innovative, effective 
and economical solutions to unpredictable and complex marketing and 
communications issues. 

 A thorough understanding of the council’s decision-making processes is 
required by the post holder in order to plan for proactive communications and 
guard against potentially negative stories. The post holder needs to be creative 
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in managing the team, planning the communications agenda and anticipating 
likely reputational issues in order to achieve the best outcomes. 

 The post holder needs to have a good understanding of every aspect of the 
council’s work. Statements in response to media enquiries need to be given to 
very tight deadlines, often on the sole authority of the post holder.  

 The post holder needs to advise the team and other parts of the council on the 
legal implications of media issues and the council’s own media protocol. This 
requires a high degree political acumen to understand the wider implications of 
stories. 

 Work with colleagues in Human Resources and ICT on the council’s approach to 
employee engagement and internal communications. 

 

5. CONTACTS & RELATIONSHIPS 
 

 All contact involves giving guidance advice and support on communications 
issues, often to the leader, deputy leader, executive portfolio holders or the  
corporate management team (CMT). The ability to persuade, negotiate about 
contentious, complicated and often sensitive issues is essential to the role. 

 
 This will involve face to face meetings, email or telephone contact and will often 

be to extremely short deadlines. 
 
 
Internal 
 

 Presenting to CMT and the private CMT and executive portfolio holders 
meetings on a regular basis and attending CMT weekly. 

 

 Daily contact with all levels of the council, including the leader, deputy leader 
and the chief executive, directors and assistant directors and arms-length 
organisations including Make It York or Explore Libraries. 

 

 These contacts can occasionally involve conflict and rely on high levels of 
negotiating skills and diplomacy and sensitivity to other people’s points of view.  

 
External   
  

 Managing external suppliers and agencies is an essential part of this role. 
Dealings with all external contacts requires high level negotiating skills and 
diplomacy and sensitivity and strategic knowledge of the council’s corporate 
objectives 

 

 Direct contact with residents and businesses on marketing and communications 
issues. 

 

 The jobholder needs to work jointly with all council partners, especially the LSP, 
NHS trusts, the PCT, the police, the Safer York Partnership, Health Protection 
Agency, Safeguarding Children Board, Make It York, Visit York, other local 
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authorities, silver command in emergencies, tenants associations, schools and 
national government departments.  

 

 Regular contact with photographers, printers, designers and freelance writers.  
 

 Represents CYC on county-wide and region-wide emergency planning groups 
(vice chair of North Yorkshire Local Resilience Forum (NYLRF) media group and 
chair of Warning and Informing Group.  

 

 Regular contact with the business community including the Chamber of 
Commerce, York Business Pride Initiative. 

 

 Pro-actively seeks opportunities to represent the function with stakeholders 
across the Yorkshire region and nationally, where appropriate 

 

 Ensure collaborative working arrangements internally within CYC and where 
appropriate, with partner organisations to agree cross functional priorities and 
contribute to integrated and cost effective service design and provision 

 

 Regular contact with the Assistant Director for Customers and People offering 
technical expertise and strategic input regarding all aspects of the 
Communications  function 

 

 All contact involves a high level of persuasion, advice and support, negotiation 
about contentious, complicated and often sensitive issues. This could involve 
face to face meetings, email or telephone contact and will often be to extremely 
short deadlines. 

 

 6. 
 

DECISIONS – discretion & consequences 
 

 A continuing strategic responsibility for the review and development of all CYC 
communications policies and practice which may impact on all employees, 
external agencies, partners, contractors and the achievement of corporate 
objectives and National Key Performance Indicators 
 

 The post holder will have to make decisions and manage services which have a 
direct impact on the public’s perception of the council and the council’s long term 
reputation. The post holder will be accountable for any error to CMT and the 
Executive, as well as the media, business and the public. Due to the nature of 
the service, any errors of judgement may have legal implications. 
 

 The post holder is the council authority lead on the application of the media 
protocol and the Code of Conduct on Local Authority Publicity. Any breaches of 
these could have serious legal and financial consequences for the authority and 
for individuals (including the post holder), especially during ‘purdah’ periods in 
the run up to elections. 

 

 The post holder will lead the team on the communications aspects of special and 
sometimes unexpected situations such as Royal/ or ministerial visits and 
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important city events. Failure would lead to loss of prestige nationally and 
financial loss. 

 

 Communications and consultation decisions help to engage residents in the 
democratic process by making them aware of what the council is doing and help 
them to reach an informed opinion. 

 

 Avoiding errors in communication ensures that the council does not have to face 
serious political and legal consequences. Incorrectly worded press statements, 
articles, consultation documents and newsletters could leave the council 
vulnerable to legal challenge, financial penalty and reputational risk, especially in 
the areas of disciplinary issues, equal pay, child protection, police investigations, 
inquests, compensation claims and health and safety issues. The responsibility 
for ensuring the communication team’s outputs are correct, rests with the post 
holder. 

 The post holder needs to make decisions about communications issues that will 
have a major impact on the council’s corporate reputation, with a high level of 
risk involved in making the wrong decision. This is particularly relevant during 
crises and emergencies when the post may have a regional role in leading 
communications. 

 A high degree of political acumen is required when dealing with elected 
members, the local, national and international media and the jobholder must be 
mindful of the need for a high level of confidentiality and political sensitivity. 

 The post holder needs to be able to assimilate and analyse information on a 
diverse range of issues across the whole council, such as planning, transport, 
social services, waste collection, education, child protection and all other areas 
of the council’s work.  

 The post holder manages budgets in the region of £0.5m which is made up of 
staff and non-staff budgets.  The budgets need to be monitored and reported on 
to members, with significant risk to the council should they be overspent without 
agreement or proper reporting to members. 

 In the area of internal communications, the post holder has overall responsibility 
for ensuring good quality employee information. Failure to explain the council’s 
corporate position can result in duplication, misunderstanding and loss of 
morale. Good internal communications and engagement can improve staff 
satisfaction and increase morale, as well as leading to greater organisational 
efficiency. 
 
 

7. RESOURCES – financial & equipment 
 
(Not budget, and not including desktop equipment.) 
  

 Marketing and communications operational budgets £732,000 

 Normal office equipment 

 Commission marketing and communications services for c£500k 
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8. WORK ENVIRONMENT – work demands, physical demands, working conditions 
& work context 
 
Work demands 
 
The post holder will plan and prioritise own and team workloads against directorate and 
the council strategic and operational objectives. 
  
There is a requirement for mental effort, creativity, original thinking and concentration is 
high and demanding. Decisions made by the post holder will be scrutinised by the 
management team, members, the media, business and the public. The job can be 
stressful and is subject to interruption because of changing priorities. 

 
The post holder will have to deal with new situations on a daily basis and be expected 
to adopt a strategic and proactive approach to try and smooth the consequences of 
unpredictable situations and manage effective and positive outcomes to these 
situations. The nature of the job dictates that challenging situations, which require 
original or lateral thinking, may arise on an almost daily basis. 

 
Because the work is highly specialised in nature the post holder will be expected to 
bring their own skills, experience and expertise to the job in order to accomplish their 
objectives and will be expected to manage and be responsible for their own workload 
and outputs. The post holder is also expected to act on their own initiative making 
appropriate decisions as necessary. There will be very little guidance in the form of 
procedures and guidelines since much of the work will involve unknown situations, 
innovation and new approaches. 
 
Physical demands 

 
There will also be a necessity to work away from the office and outside of normal office 
hours as situations demand.  Required to respond, at any time, to civil emergencies, 
especially flooding. 

 
Working conditions 
 
Normal office environment, but the post holder could be expected to work on location in 
an emergency situation such as flooding, which could also be out of hours and on the 
location of an emergency. The post may also need to work on location to conduct 
photo-calls and supervise filming. In an emergency situation, the post holder might be 
required to attend site, wherever that may be. 
 
Work context 

 Dealing in a professional manner face to face and over the telephone with occasionally 
confrontational, abusive and aggressive members of the public, media professionals 
and others. 
 

9. 
 

KNOWLEDGE & SKILLS 
 
The post holder will need: 
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 extensive experience in a similar role in local government or a large complex, 
organisation with a political dimension. 

 a relevant degree, or equivalent relevant experience, in/of communications at 
head of service level, managing teams and resources. 

 a substantial experience of strategic communications policy development, 
maintenance and evaluation at a senior level 

 an unusually wide range of communication skills taking in all aspects of the 
discipline, including research. 
skills should be honed across all channel types including web and social media 

 extensive experience and knowledge of generating income through marketing, 
PR, media, communications etc. 

 a thorough understanding of all council services and corporate objectives, good 
budget management skills and the ability to identify solutions to strategic issues 
using a high degree of creativity and original thinking. 

 the ability to lead, manage, direct and motivate teams across a variety of 
disciplines, showing high level leadership skills, in a high pressure, deadline 
driven environment. 

 ability to analyse complex information and data analytical skills alongside 
budgeting and financial management skills. 

 knowledge and experience of procurement, commissioning and contract 
management 

 experience of formulating, leading and managing change initiatives 

 evidence of establishing performance measures and a performance 
management culture that have had proven positive results 

 excellent written and verbal communication skills. 

 ability to develop and sustain effective personal relationships with a wide range 
of individuals/groups/networks 

 high level influencing skills to challenge and persuade managers and elected 
members, media personnel and suppliers to ensure best practice in marketing 
and communication. 

 ability to take difficult decisions and act decisively 

 detailed knowledge of producing and managing marketing and public relations 
strategies. 

 up to date knowledge of local government and of CYC in particular and of the 
Code of Recommended Practice on Local Authority Publicity, the Duty to 
Involve, equalities and human rights legislation. 

 to be tactful and diplomatic in dealing with sensitive issues.  
 well-developed political acumen. 

 to be adaptable and flexible and able to work under pressure to tight and 
conflicting deadlines. 

 knowledge of publication production and distribution methods.  

 knowledge of internet and intranet marketing techniques.  

 the ability to write, edit and sub-edit effective and concise copy and to broadcast 
on radio or television. 

 a good knowledge of interviewing techniques and a highly developed news 
sense. 

 effective project management skills/experience 

 a good understanding of marketing, advertising and event management.  

 time management skills. 
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 excellent IT skills.  

 experience of change management. 

 experience of quality management. 
 excellent knowledge of media law including defamation, child protection, data 

protection and copyright. 
 

10. Position of Job in Organisation Structure 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

This job 
Head of Communications  

Communications Team 

 

Job reports to:  

Assistant Director of Policy and 
Strategy 


