
       

         Job Description 

Name: Insert Name 

Position Title: Communications and Engagement 

Department: Executive 

Reports to:  Chief Executive 

Supervises: N/A 

Status:  Full-time 

Classification: Level 4 

 

Position Objectives 

This position will play a key role in delivering integrated communication and planning services, including 
strategic public relations, and marketing support to the Administrator, Chief Executive, Senior Management 
Team, and Council business divisions, to communicate Council projects and priorities clearly and effectively. 

This position is responsible for undertaking community engagement projects on behalf of Council and 
supporting other Staff and external customers with queries related to community engagement processes. 

Position Details  

• Support the delivery of integrated communications plans and projects that align with Council’s 
strategic objectives, delivering a consistently high standard of written communication, stakeholder 
engagement, collateral, and reporting. 

• Plan and develop integrated communication opportunities and content that promotes Roxby 
Council. 

• Identify emerging or potential communications issues and contribute to the effective management 
of those issues. 

• Establish and maintain positive and productive relationships internally with the Administrator, Chief 
Executive, Group Managers, and other employees. And externally with key stakeholders such as 
BHP, Community Hub, community members, and other local organisations and businesses. 

• Provide accurate and timely information to assist in ensuring organisational communication is 
managed effectively and in accordance with relevant legislation and Council policies and 
procedures. 

• Write, review, edit, and value-add to corporate documents to ensure a consistent standard across 
brand, tone, and language. 

• Monitor media coverage and local issues and provide relevant communication support to manage 
crisis situations, measure the effectiveness of campaigns and inform content. 

• Support the operation of Council’s communications platforms such as social media accounts and 
website, including writing, planning, monitoring, moderating, optimising, and reporting on content 
that supports Council’s communication objectives. 

• Research, analyse, and report on communication and digital trends to provide advice to internal and 
external stakeholders regarding performance and new opportunities. 

• Undertake community engagement projects including planning, implementation, and data analysis. 

• Provide timely and accurate advice with respect to community engagement issues affecting Council.  
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• Always demonstrate commitment to organisational values. 

• Achieve business plan targets and agreed personal performance measures, and report in an 
effective and timely manner on these measures. 

• Be an advocate for Council and its activities 

• Participate in staff meetings and activities as required 

• Other duties as required within the employee’s skillset 

Personal Criteria 

Skills 

• Strong skills in providing a quality customer experience. 

• Highly developed verbal communication skills to facilitate effective and respectful face-to-face and 
telephone conversations that encourage community participation, relationship building, and 
engagement. 

• Excellent writing skills to prepare and edit easily understood documents that are effective and 
tailored for different audiences. 

• Ability to work within a team environment, influence, develop and manage business relationships. 

• Demonstrated ability to collaborate and communicate using tact, diplomacy, and negotiation skills 
to achieve positive outcomes. 

• Ability to work under pressure, set priorities, and ensure deadlines are met. 

Knowledge and Experience 

• Sound knowledge of communication practices within a corporate organisational context. 

• Strong experience in delivering effective corporate communications to achieve desired outcomes. 

• Sound understanding of social media, monitoring, and analysis. 

• Computer literacy and willingness to learn new computer-based skills and software platforms. 

• Strong people and relationship skills with demonstrated ability to work in a team environment, 
communicating and motivating effectively at all levels of the organisation. 

• Strong time management skills, demonstrating high proficiency to manage their own time whilst also 
managing competing priorities and deadlines. 

• Ability to work under pressure, in a fast-paced environment as well as consider long-term strategic 
plans and opportunities. 

• Previous, relevant experience in a Community Engagement role. 

• Knowledge of community engagement principles and processes as they apply to the (IAP2) 
International Association of Public Participation framework. 

• Previous experience in the planning, development, implementation, analysis, report writing, and 
evaluation of community engagement strategies/projects. 

• Sound understanding of Local Government legislative requirements for community consultation is 
desirable. 

Qualifications 

• Tertiary qualifications in public relations, communications, journalism, marketing, or equivalent. Or 
relevant, sound experience. 

• IAP2 accreditation desirable. 
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WHS and Risk 

All employees are required to: 

• Comply with the work, health, and safety (WHS) legislation, Council policies and procedures and 

applicable standards 

• Take responsible care of their own health and safety and that of others. 

• Be able to attend training courses that are job specific 

• Attend and complete WHS induction 

• Support Council in the development and maintenance of a culture that encourages and promotes a 

safe and healthy working environment 

• Comply with instructions given for their own safety and health and that of others, in adhering to safe 

work procedures 

• Report any injury, hazard, or illness immediately to their supervisor 

• Wear and use PPE provided as per instructions when required 

• Not wilfully or recklessly interfere with safety equipment 

• Conduct and/or participate in workplace inspections as applicable  

• Manage and maintain accuracy of contractor documents for their respective departments 

• Attend risk and hazard management training as required 

• Demonstrate a good understanding of hazards and risks that are applicable to their departments or 

contractors.  

• Have a general awareness regarding recognition of hazards 

Special Conditions 

• Working with Children check 

• Some out-of-hours work may be required at times  

Confidentiality 

Security and confidentiality are a matter of concern for all persons who have access to information systems. 

Each person accessing the Municipal Council of Roxby Downs documents and resources holds a position 

of trust relative to this information and must recognise the responsibilities entrusted in preserving the security 

and confidentiality of this information. Therefore, all persons who are authorised to create or access 

documents and resources must read and comply with the following standard: 

• Respect the privacy and rules governing the use of any information accessible through the information 

management system or network, and only utilise information necessary for the performance of work 

duties  

• Respect the procedures established to manage the use of the information management and systems 

• Do not seek personal benefit or permit others to benefit personally by any confidential information or 

use of equipment available in accordance with the Code of Conduct for Council Employees 

• Do not access, exhibit, or divulge the contents of any records or reports except to fulfil work duties 

• Do not knowingly include or cause to be included, or exclude or cause to be excluded, inaccurate or 

misleading entry in any records or report  

• Ensure that documents and resources accessed through the information management system 

containing sensitive and/or confidential employee information will only be disclosed to those authorised 

to receive it  
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• Understand that all access to systems will be audited regularly 

Persons breaching this standard either during or after serving as an employee of the Municipal Council of 
Roxby Downs may be subject to penalties, including disciplinary action, dismissal or legal repercussions. 

Accountability 

The incumbent at all times shall reasonably communicate courteously and sensitively with fellow workers, 

contractors, visitors and the general public. 

The incumbent is responsible and accountable for keeping accurate and complete records of their business 

activities in accordance with Roxby Downs Council’s Records Management Policy, other related policies, 

and the State Records Act 1997. 

Personnel who undertake duties for higher level positions are accountable for ensuring that in accepting the 

back-up position, the WHS & legislative requirements relevant to that role are referred to identify all 

responsibilities that will be required to be undertaken while in the back-up position, to provide ongoing 

compliance with the WHS Management System. 

Personnel with responsibilities influenced by legislation are accountable for identifying and responding to 

legislative change that includes Act, Regulations, Australian Standards, Code of Practice, Guidelines and 

Agreements relevant to their position or profession and taking appropriate action to ensure compliance.  

 

Acknowledgement 

Job Description authorised by: 

Position: Chief Executive 

Signature:  Date: 14 December 2022 

Job Description agreed by: 

Name:  

Signature:  Date:  

 

This position description reflects a summary of the key accountabilities of the position, it is not intended to 

be an all-inclusive list of duties, steps, and tasks. Leaders may direct team members to perform other duties 

at their discretion. 


