PAGE  

[image: image1.jpg]fai 5 commission
komihana a




POSITION DESCRIPTION
Title:
Communications Adviser – Public Awareness and Internal Communications
Group:
Communications and Public Awareness
Location:


Wellington


Terms of Employment:
 Permanent, full time
	Reports to:
	Group Manager, Communications and Public Awareness

	Responsible for:
	N/A


Background and context

The Families Commission was established in 2004 to advocate for the interests of families. The Commission promotes the interests of the full range of families in New Zealand and promotes better understanding of family issues and needs amongst government agencies and in the wider community. It also promotes, purchases and disseminates research into family issues and contributes to policy development across the Government as a key stakeholder on family-related issues.

The Commission does not advocate for individual families. 

The Commission is an autonomous Crown Entity. This ensures it has the necessary independence to carry out its functions effectively and is able to comment on government policies that impact on families. Effective advocacy relies on the Commission building and maintaining constructive relationships with government, individuals and agencies with expertise in and knowledge of family issues.

Roles of the Commission

The Commission’s roles under the Families Act 2003 are:

· encouraging and facilitating informed debate on matters relating to the interests of families

· increasing public awareness and promoting better understanding of matters relating to the interests of families, including the importance of stable family relationships, the importance of the parenting role, and the rights and responsibilities of parents
· encouraging and facilitating the development and provision of policies designed to promote or serve the interests of families

· considering any matters relating to the interests of families that are referred to it by any Minister of the Crown

· stimulating and promoting research into any matter relating to the interests of families, for example:

· by collecting and disseminating information or research about families

· by advising on research priorities or gaps

· by commissioning research on families

· consulting with or referring matters to other official bodies or statutory agencies

· undertaking any incidental functions relating to its main function or any of its additional functions.

While it is important that the Commission has a degree of independence from the Government, the Families Commission Act 2003 sets out guidance to the Commission in terms of both its scope and priorities, in the form of a set of matters to which the Commission must have regard.

Organisational Form

The Commission is an autonomous Crown entity in terms of the Crown Entities Act 2004 with a Board of Commissioners, headed by a fulltime Chief Commissioner, responsible to and appointed by the Minister for Social Development and Employment.

Purpose of this Position
The Communications Adviser - Public Awareness and Internal Communications, is a member of the Families Commission’s Communications and Public Awareness team.
The position requires the delivery of general communications and public awareness services and strategic advice to specified outcome teams and/or projects within the Commission. 

Strength in general communications writing is required, especially for major public communications projects such as the Statement of Intent and Annual Report. The position also has responsibility for the ensuring that speeches, briefings, presentations and other public outreach initiatives, by Commissioners and/or senior staff, are prepared on time, to brand and to meet identified communications objectives.

This role will require liaison with media, website and publications advisers in the Communications and Public Awareness team to ensure a complete portfolio of communications options is made available to outcome teams and/or specific projects. 

A specific project attached to this position for the 2010/11 financial year will be to lead a small project team to look at existing external newsletters and produce a communications plan to broaden and diversify newsletter options (including electronic media) for the Commission for 2010 and beyond.
The person in this position will also act as the adviser to the Commission on internal communications; responsible for keeping Commissioners and staff informed about the ongoing business and activity of the Commission; promoting understanding of, and support for, important decisions of the board and/or senior management; and to act as a catalyst for cross-team communication and the development and maintenance of a team culture. 

Key Accountabilities
The appointee will support the Commission in the following areas:

Internal communications
· Develop and implement innovative internal communications systems, working with the Chief Commissioner and Chief Executive (for Board communications, staff forums and other announcements), the Web Editor (for Intranet communications), and Human Resources Manager (for staff training). 

· Work with the Web-Editor on the re-development of the Commission’s intranet to make it more accessible, useful and interactive and turn it into an effective and well-used tool for internal communications. 

· Work with the CE, other managers and staff, to coordinate agendas for the monthly staff forums to ensure that forums are lively, engaging and maximise their potential to deliver internal communications and assist team building

· Liaise with the Chief Commissioner and the CE to ensure effective communications to staff following monthly board meetings

Communications generalist
· Act as the communications adviser to the Family Economics outcome stream; assisting with the development of advocacy and communications plans for the stream as a whole, and individual communications plans for projects within the stream. This will include liaison with specialist comms staff such as the media, web and publications advisers as required to present and implement a portfolio of communications options for each overarching advocacy plan or individual project within each stream.

· Act as the main writer for the Commission for generic communications projects (such as annual reports, the statement of intent, speeches and presentations), and contribute to other comms projects as assigned such as writing for the Commission’s website(s), and newsletter articles.

· Liaise with Commissioners and staff in the Engagement and Policy-and-Research teams to help implement communications objectives of events, projects and other Commission activities.

Working Relationships

The person in this role is expected to foster good working relationships with the following people by providing accurate, expert and timely advice and liaison:

Internal

         Chief Executive

         Chief Commissioner

         Commissioners

         Group Manager, Communications and Public Awareness

· Group Manager Engagement 

· Group Manager, Policy and Research

· Group manager Corporate Support

         Communications and Public Awareness staff

         Engagement staff

· Outcome teams

         Other managers and staff within the Commission

External

        External service providers – particularly organisations providing public education expertise and/or family services.

· Office of the Minister for Social Development (and other Ministers as required)

        Government agencies – including, but not limited to, the Ministry of Social Development, Department of Labour, Ministries of Health and Education, and the Office of the Children’s Commissioner.

         Non government organisations in the family services and support sector

PERSON SPECIFICATION
Ideal applicant will have:

Knowledge and Experience

· A tertiary qualification (or equivalent in work experience) in journalism, communications or public relations

· A sound knowledge of advocacy practices and how communications can be used to help achieve an organisation’s advocacy goals including social change, political influence and the provision of influencing information to the family service sector (state and NGOs)

· Experience of communications practices, tools and options, especially in the role of communications adviser for diverse teams and projects

· A sound knowledge of various communications options and the way these can be developed to build a comprehensive communications plan for a specified event or project

· Strong writing skills, including a proven ability in writing, editing and proofing formal documents such as annual reports, statements of intent, speeches and presentations

· The ability to take research documents and convert complex information into publicly accessible information

· Experience of community engagement, social marketing and public awareness campaigns would be an advantage

· A clear and credible communicator able to offer sound communications advice and win support of, and respect for, the need for inclusion of communications imperatives in the Commission’s advocacy and project work streams

· An understanding of public service processes and protocols

· Experience working with community groups, NGOs, Maori and other ethnic communities, groups and organisations
· Computer literacy, including knowledge of Word, Office, PowerPoint, etc.
· Knowledge and experience in designing and implementing social marketing campaigns would be an advantage.

Competencies

The following generic competencies are relevant to this position:

	Analytical skills
	· Demonstrates the ability to clarify issues and focus on key points.

· Ability to problem solve by thinking laterally and innovatively.

· Is able to assimilate, interpret and summarise complex information.

· Displays ability to research, compile, analyse and evaluate information.



	Communication skills (general oral and written)
	· Expresses ideas clearly, concisely and accurately in individual and group situations, in both written and oral formats.

· Demonstrates effective listening skills, including empathy and responsiveness.

· Is open-minded, listens and shows consideration to other viewpoints.
· Is open to constructive criticism.

· Recognises individual and cultural differences and adjusts communication to the needs of the audience.

· Employs a range of methods to ensure the message is understood.

· Provides information in a timely and appropriate way.

· Exhibits body language that adds to, rather than hinders, the communication.



	Maori perspectives


	· Is sensitive to and appreciative of Maori cultural perspectives in a manner that gives effect to Section 11 of the Families Commission Act 2003.

· Understands iwi issues and relationships with the Commission.

· Has, or is willing to gain, knowledge of Te Reo me ona tikanga (language and customs).

· Represents the Commission in iwi forums or hui in a manner appropriate to the environment.


	Cultural understanding


	· Is sensitive to and appreciative of the needs, values and beliefs of Pasifika peoples and other ethnic and cultural groups in a manner that gives effect to Section 11 of the Families Commission Act 2003.

· Has, or is willing to gain knowledge of, the different cultural and ethnic groups in New Zealand.

· Represents the Commission in Pasifika and other ethnic and cultural forums in a manner appropriate to the environment.

	Planning and organising 


	· Demonstrates ability to plan a sequence of tasks within a complex project.

· Planning documentation is clear and understandable.

· Ensures systems are in place to monitor performance of the project or programme.

· Plans realistically and updates regularly.

· Balances competing demands and separates the important from the urgent.

· Manages own time by systematically establishing and reviewing priorities. 

· Sets well defined and realistic personal goals.

· Meets deadlines.




	Providing a service 


	· Is approachable and has a ’can do’ attitude.

· Builds and maintains key relationships.

· Able to quickly identify solutions to service needs or problems.

· Provides accurate, timely and friendly services and support that meet or exceed the needs.

· Tailors the service and approach to meet the need.

· Is able to develop and/or implement systems and processes to support the service requirement.

· Seeks and evaluates performance feedback.

· Enjoys being in a service and support role.

	Relationship skills
	· Ability to identify key internal/external relationships.

· Accurately identifies the needs and expectations of external parties.

· Actively fosters, builds and maintains positive and productive relationships and professional networks.

· Relates well to a wide range of people.

· Proactively shares information, ideas and experience.

· Constructively provides alternative or opposing views without creating unnecessary hostility.

· Responds to criticisms of the Commission in a constructive manner and presents the Commission in a positive light.



	Teamwork 
	· Actively works with other members of the team to improve overall Commission performance.

· Participates in the development of team goals and plans.

· Demonstrates commitment to team decisions and goals.

· Cooperates with team members to resolve problems and achieve goals.

· Supports team members by encouraging participation, listening to others’ ideas and helping others when required.

· Contributes own expertise to the team and trusts the expertise of others.

· Treats other team members with respect.

· Is aware of the effect of one’s behaviours on others.

· Acknowledges others’ skills, experience, knowledge, creativity, and contributions.

· Encourages trust among team members through being open and honest in dealings and sharing information.

· Able to work independently.




Delegations

· As issued.
Health and Safety

· It is the Commission’s policy to act positively in creating and maintaining a safe and healthy working environment and to comply with health and safety measures required by law. This includes providing necessary information, training and supervision for all Commission staff and employees.

General
· Travel on official business within New Zealand may be required. 

Approved
	Signature:
	

	Designation:
	Chief Executive

	Date:
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