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Job Holder:

Communications Assistant 
Reports to:

Communications Manager

Grade:


A2
Safety Status:

Non safety critical


Date version agreed:
May 2018



Job Purpose

To support the Internal Communication and Engagement Manager with the implementation of key strategic actions that drive continuous improvement and employee engagement. To deliver key activities supporting the West Midlands Trains people agenda and internal communication strategy and development of innovative, simplified content schedules and channels.

The role holder will be responsible for delivering timely, credible and consistent messaging through a number of channels

The role holder will assist the Internal Communications & Engagement team, develop and content manage updates on the intranet and other internal channels), and support projects and campaigns from around the business.

Dimensions

(Indicate in quantitative terms the key areas on which the job has an impact)

A.  Financial:     

N/A

B.  Staff:              

C:  Stakeholders:             

Internal

Exec Team, Senior Management Population to include but is not exhaustive Marketing, HR, IT, Finance, Engineering & Property, Operations etc.

External

N/A
Key Accountabilities

Role Responsibilities
· Support the implementation of West Midlands Trains’ internal communication and engagement strategy, including communication initiatives from Abellio Group where appropriate
· Help develop and manage content for internal communication channels including face-to-face events, intranet and print
· Advocate the West Midlands Trains brand internally
· Provide comms support for projects
· Maintain internal distribution lists

· Support engagement initiatives such as Golden Tickets and Thank You cards
· Promote colleague feedback, with ongoing monitoring and evaluation of all activity

· Work closely with agencies from campaign concept to execution (giving / receiving visual and content related feedback)
· Support a wide variety of internal business initiatives, including employee engagement initiatives and any other business initiatives (team briefings etc) within West Midlands Trains 
· Coordinate and manage messages with internal stakeholders including senior management, HR, IT etc – ensuring key messages are shared consistently and effectively with all teams particularly those in front-line roles.
· Support development of communication and engagement initiatives in line with the West Midlands Trains vision and values, including supporting CSR and charity, engagement projects, employee recognition and channel development
Skills and Experience:

· Strong internal communications experience specifically in employee engagement

· Experience in successfully influencing and managing stakeholder relationships at senior levels across directorates

· Experience in supporting change programmes / or wider organisation transformation

· Challenging, creative and innovative - able to find solutions beyond those already tried and tested 

· Excellent communication skills and a passion for employee engagement
· Working experience of Office 365/SharePoint

· Digital expertise, including video, social enterprise networking, apps
· Relevant degree or similar qualification preferred

Other

· Manage and develop reward and recognition schemes from nomination to ceremony (eg: annual recognition awards and Golden Tickets)

· Help organise annual recognition awards event: venue, invitations, guest list, agenda etc. 

· Publishing Weekly Update

· Monthly reporting & measurement
· Internal Communication updates 
· Provide support to key projects 

· Adhoc Operations Communications

· Experience writing and proofing copy and targeting messages to multiple audiences

· Familiarity with publishing, web and social media tools/platforms

· Comfortable managing multiple, tight deadlines

· Confident and approachable able to:

· communicate well (written / verbal)

· manage time effectively

· learn and understand new technologies / apps

· develop and maintain strong working relationships

· prioritise workload & resolve issues in a timely manner





Job Description





10.  Sign off








Job Holder:………………………………………………..  Date:………………..








Manager:…………………………………………………..  Date:………………..





Nominated Deputies





If this is a KEY SAFETY POST (2D is “checked”) a Nominated Deputy must be identified.  The job holder must ensure that the Nominated Deputy receives a copy of, and is briefed on, this Job Description.








Job title of 


Nominated Deputy: ……………………………………………………………....








Name of 


Nominated Deputy: ……………………………………………………………….








Signature of


Nominated Deputy: ……………………………………………………………….











Date: ………………………………………………………………………………….





As the Nominated Deputy for this post, I confirm that I have been briefed on the requirements of this job.  If there are more Nominated Deputies they should sign further copies of this Job Description.
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