LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Senior Producer (Communications)
	Grade: PO6 

	

	Reports to 

(Designation):
	Head of Culture 
	Grade:
	PO8

	Directorate:
	Community Services

	Section:
	Culture Service


___________________________________________________________________
Main Purpose of the job: 

To work with stakeholders to develop an exceptional communications plan for Lewisham’s London Borough of Culture year 2022.  To deliver the communications plan through a mix of external PR/media partner, directly managed comms activity, working with internal comms colleagues, external cultural partners, GLA and other regional organisations and grass roots organisations. To manage the Lewisham Borough of Culture 2022 brand and identify commercial income generation opportunities. To manage allocated budgets.  
_______________________________________________________________
Summary of Responsibilities and Personal Duties:

1. Work in partnership with internal and external partners to develop the Lewisham Borough of Culture 2022 brand and an exceptional communications plan for London Borough of Culture.
2. Ensure the effective leadership, management and delivery of Lewisham’s London Borough of Culture communications plan including external contracts with delivery partners, directly delivered campaigns and activities, links with GLA, local, regional, national and international organisations comms teams and through grass roots organisations and local influencers.

3. Work with internal partners to ensure that Lewisham’s corporate priorities of Climate Emergency, Sanctuary Borough and building a fair and inclusive society have links to Borough of Culture embedded within their comms plans.  
4. Ensure that Lewisham capitalizes on Borough of Culture 2022 to attract new visitors to the borough, raise the profile of Lewisham and its creative sector locally, regionally and internationally, developing new partnerships and approaches.  

5. Work with the Culture Team to agree audience development and participation targets for the Lewisham Borough of Culture 2022 programme and ensure that the communications plan supports the delivery of these.

6. Provide expert advice to council officers, councillors and partner organisations on Lewisham Borough of Culture 2022 brand and communications strategy.

7. Convene and chair a Lewisham Borough of Culture 2022 Marketing and Communications working group with internal and external colleagues.

8. Work with internal comms colleagues to ensure full buy in from council staff to Lewisham Borough of Culture 2022.
9. Work with external volunteers delivery partner to support active engagement of local residents in Lewisham Borough of Culture 2022.

10. Develop relationships with appropriate media, work with Lewisham Mayor’s office to manage any press and media enquiries, requests for quotes, media appearances etc.  

11. Create a compelling digital/social media presence for Lewisham Borough of Culture 2022, producing content for online platforms, including video.

12. Lead a resilient team that is efficient, solution focused, delivers on time and to budget.
13. Recruit and develop team members as required including apprentices.

14. Ensure the council optimizes and takes advantage of opportunities to attract external funding, generate earned income and commercial sponsorship for London Borough of Culture.

15. Manage allocated budgets, ensuring value for money and adhering to financial procedures.

16. Represent the council within and outside Lewisham, creating opportunities to enhance the council’s image, partnerships and services via Lewisham Borough of Culture 2022.
17. Provide senior management oversight for key contracts within the service, ensuring good relationship management and high performing contracts.  Negotiate contracts as required.
18. Ensure services are compliant with Health and Safety, information governance, licensing and other legal requirements.  
Internal Contacts: These include Culture and Community Development Division SMT, HR, Legal, Finance, Schools, Regeneration and Place Teams, Economic Development, Climate Emergency Team, Sanctuary Borough Team, Communications Team, Mayors Office, Councillors and Cabinet Members.
External Contacts: This will include Arts Organisations, Artists, Events Contractors, Community Organisations, Arts Council, GLA, Funders and sponsors, Creative Industries, Goldsmiths University, other public sector partners, press and media, external press and media delivery partner.
To carry out the duties of the post with due regard to the Council’s relevant codes and procedures.
All employees are required to participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
Undertake other duties, commensurate with the grade, as may reasonably be required.

Consideration will be given to restructuring the duties of this post for a disabled postholder

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.
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No of posts

PERSON SPECIFICATION
JOB TITLE:
Senior Producer (Communications)
POST NO:
DEPARTMENT: Community Services


GRADE: PO6  
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.  Those categories marked ‘T’ will be tested.
Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements.

Knowledge

Extensive knowledge and contacts for arts marketing and media across multiple artforms.

S
Knowledge of print production, video production, digital campaigns, e-marketing and online social networking.












S
Knowledge of audience development and increasing participation within the cultural sector.

S
Knowledge of the legislative environment within which cultural marketing operates i.e. licensing, GDPR, DDA, Health and Safety etc.










S
Aptitude

Ability to inspire staff, colleagues and partners to work together with available resources and deliver results.
Ability to operate within dynamic environment, flexibly but without losing direction.

Ability to advise and provide guidance on complex issues
Ability to devise ground breaking, innovative, creative campaigns
Skills
(Skills can only be used as shortlisting criteria if the skill is to be tested)

                          

Excellent communication and presentation skills







T
Negotiation and influencing skills
Creative, problem solving skills.

Ability to communicate effectively with a wide range of people and work directly with audiences and communities.

Experience

Substantial experience of creative marketing and communications across multiple artforms, ideally within a festival context.











S
Experience of developing strategic approaches to communications taking into account political, social and environmental contexts.










S
Substantial digital marketing and social networking experience.
Experience of achieving earned income and sponsorship







Budget management experience









S
General Education

Excellent numeracy and literacy skills
Equality & Diversity

Awareness of and a commitment to Equality of Access and Opportunity in a diverse community and an understanding of how equality and diversity relates to this post  





S                                                              
Personal Qualities

Credibility that inspires confidence of colleagues, partners and stakeholders.
Circumstances
Must be able to work flexibly to meet the demands of the job, including out of hours working at evenings and weekends.
Discretion, tact and diplomacy.

DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)
Physical

Generally candidates must meet the standard Lewisham requirements for the post  
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