
SCARBOROUGH BOROUGH COUNCIL 
 

 
Job Description 
 
 
 

Communications and Marketing Service   
 
Designation:  Head of Communications and Marketing 
    (This is a politically restricted post) 
 
Effective from:  January 2021 
 
Responsible to:  Chief Executive 
 
Responsible for: The strategic and operational management of the 

Council’s communications and marketing function 
 
OVERALL PURPOSE 
 
The purpose of this role is to lead the Council’s, communications, engagement, public 
affairs, internal and external marketing, reputation and brand activities in support of 
the authority’s outcomes and priorities.  Assisting the Chief Executive in provision of 
strategic direction, leadership, and guidance in relation to specific Service area.  
Within this to provide effective operational management whilst delivering continually 
improving Services and professional guidance to the Council on specific Service 
functions.   
 
JOB ACTIVITIES 
 

Service Specific 
 
1. To be the principal adviser on communications, marketing, engagement, public affairs, 

reputation and brand to the Leader, Chief Executive and other senior members and 
officers ensuring the delivery and improvement of Services which meet the needs of 
our citizens, our staff and elected members and other stakeholders. 

 
2. Develop, lead and manage the strategic direction and operational implementation of an 

integrated proactive approach to internal and external marketing and communications 
with staff, partners, customers and communities. 

 
3. Devise, implement and maintain a comprehensive communication and marketing 

strategy including monitoring, evaluating and reporting on activity in support of the 
Council’s objectives and priorities. 
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4. Provide proactive leadership through actively listening to, working with and influencing 

and guiding staff and Elected Members to develop and deliver timely and effective 
communications and engagement. 

 
5. Maintain active relationships and an understanding of current/future projects, aims and 

objectives and identify and capitalise on appropriate communication, engagement and 
marketing opportunities. 

 
6. Undertake specific projects as required and other ad hoc communication and 

engagement projects including the designing and managing of high impact campaigns 
and marketing for key corporate projects and core Council Services. 

 
7. Develop a corporate brand for the Council including delivering effective communication 

to protect the organisation’s reputation, ensuring that staff, residents and stakeholders 
are effectively engaged with the Council’s agenda, co-ordinating all communication, 
media and public relations to showcase and present the positive work being 
undertaken and facilitating and promoting effective reputation management across the 
Council including identifying and managing any potential risks relating to the reputation 
of the organisation. 

 
8. Develop, maintain and enhance relationships with key partners and the media to 

actively support the Council’s marketing and communications agenda. 
 

9. To contribute to the strategic marketing activity for the borough in conjunction with 
other stakeholders in the borough in order to promote the borough to a local, regional, 
national and international audience. 

 
10. Lead communications planning and delivery in relation to emergency planning and 

business continuity related matters. 
 
11. Identify and deliver innovative opportunities that modern marketing and 

communications methods offer to further the Council’s reach and engagement. 
 

12. Maintain a comprehensive knowledge of local, regional and national issues as they 
relate to communications matters, anticipate local impact and lead on strategic 
communications/ influence Council policy and practice as necessary. 

 
13. Ensure the effective leadership of the Council's press and media policies and activities, 

ensuring the delivery of a proactive service to promote Council services, activities and 
initiatives as well as an effective reactive response service to protect the reputation of 
the Council. 

 
14. Liaise with Service Managers to identify areas where they would like support in relation 

to communication and engagement and provide advice and support on the use of a 
range of marketing, communication and engagement tools appropriate for specific 
audiences and messages. 
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15. Develop new channels and tactics to reach and engage with stakeholders and staff 

ensuring that a range of communication channels are in place to enable individuals to 
contribute to a range of corporate agendas, priorities and plans. 
 
People 

 
16. Provide the leadership, vision and day to day management necessary to co-ordinate 

the activities to recruit, retain, develop and motivate staff to deliver high levels of 
performance and develop to their full potential. 

 
17. Carry out all aspects of staff management for the teams under the post holder’s control, 

including recruitment and selection, attendance management, learning and 
development, disciplinary/grievance and managing employee performance etc. and 
ensure that all Human Resources policies and procedures are applied fairly and 
consistently. 

 
18. Ensure that the Service Manager responsibilities as set out within the corporate 

Welfare, Health and Safety Policy are adhered to, that safe working practices are in 
place and take appropriate action to rectify the situation where they are not. 

 
19. Embed and maintain a performance management culture, set targets and objectives 

and undertake regular training and appraisal of staff in driving the continuous 
improvement of Services. 

 
Performance, Quality and Service Improvement 

 
20. Ensure that all Services under the control of the post holder support corporate 

objectives and implement innovative and creative solutions to keep ahead of ever 
increasing expectations by bringing about change and improvement. 

 
21. Ensure that all Services under the control of the post holder operate within the 

performance management framework including the production of business plans, 
maintenance of management data in accordance with the Council’s quality 
assurance/data quality procedures and undertaking staff appraisals in a timely manner.   

 
22. Monitor, review, assess and evaluate Service performance through the analysis of 

trends and other supporting data and implement necessary changes and improve the 
Services provided to ensure that they contribute to the Council’s performance 
targets/priorities e.g. improve the quality of life for residents and visitors and contribute 
to the local economy.   

 
23. Ensure that performance management data is accurate and information is maintained 

in accordance with the Council’s quality assurance/data quality procedures. 
 
24. Develop, monitor and implement strategy/ policy and make an active and positive 

contribution to Service plans, translating these into measurable and deliverable actions 
that ultimately improve the Service provision. 

 
 



 
-4- 

 
 
25. Engage effectively with customers (internal and external) and ensure that they are 

treated fairly and with respect. 
 
26. Ensure appropriate provision is made to comply with relevant emergency planning 

legislation and risk management/business continuity requirements. 
 
27. To initiate and identify new ways of working more efficiently and effectively and 

manage and develop the Service to work collaboratively with other teams and external 
partners to review and redesign services, develop new ways of working and deliver 
improved Services for customers.  

 
Finance 

 
28. Undertake effective financial management including the monitoring of budgets, 

budgetary controls and collection of income to ensure the Service works within agreed 
budgets and within corporate policy guidelines and practices. 

 
29. Monitor and review the value for money, Service levels and approved fees and charges 

of all Services under the control of the post holder; bearing in mind the need to reduce 
net costs of the Service. 

 
30. Identify and pursue sources of appropriate external funding and alternative sources of 

Service delivery, e.g. through partnership working to deliver Council Services. 
 

Corporate 
 
31. Represent the Director at Committee meetings, working groups, meetings with outside 

bodies and legal proceedings, as required, and actively foster and liaise with and 
develop positive relationships with all relevant agencies, stakeholders and partners.   

 
32. Prepare Cabinet and Committee reports, estimates, Secretary of State/Home Office 

monitoring reports, tender documents etc and provide advice and support to the 
Director and Elected Members as required.   

 
33. Attend Committees as required and ensure that Committee decisions, new legislation, 

Government advice, etc are effectively implemented where appropriate. 
 
34. Build and maintain effective working relationships with partners, colleagues and 

Elected Members. 
 
35. Lead on the development and implementation of strategies, policies, plans and projects 

as required by the Director. 
 
36. Ensure that the Council meets its statutory obligations and that the highest standards of 

probity and good conduct are maintained at all times. 
 
37. Promote and drive equality and inclusion across all service provision and employment 

through policy initiatives, personal example, open commitment, clear action and 
direction. 
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38. Work collaboratively with others within and outside of the Service/organisation as 

required. 
 
39. Manage the information held by the Service to ensure it is updated in a timely and 

accurate manner and complies with any legal or data protection policies.  
 
40. Support the delivery of the emergency plan, including the provision of out of hours 

services and act as Bronze Commander as required. 
 
41. Where appropriate to manage monitor and review the provision of externally provided 

services, be accountable for contracts entered into by the Council and be proactive in 
managing the procurement of all such contracts in accordance with legislation and the 
Council’s Constitution and Contract Procedure Rules. 

 
Other 

 
42. Deputise for the Chief Executive as and when required. 
 
43. Be proactive in identifying own personal development needs and objectives. 
 
44. Any other duties which may be assigned. 
 
 
This is not a complete statement of all duties and responsibilities of this post.  It contains 
only the facts necessary to rate this standard job at the resultant responsibility level. 
 
 



PERSON SPECIFICATION 
HEAD OF COMMUNICATIONS AND MARKETING 

 
  

ESSENTIAL 
 

DESIRABLE 
 

 
Education and     
Key Knowledge 
      
 

 
Degree level education or proven 
equivalent level of technical and 
organisational knowledge in own 
specific field. 
 
Up to date knowledge of technical and 
procedural developments in own field. 
 
Knowledge of effective internal and 
external communication, engagement 
and marketing practices and 
techniques. 
 
Committed to continuing personal 
development. 
 
Competent in the use of IT systems. 
 

 
Membership of a relevant 
professional body.  
 
Knowledge of political issues 
and changes in administration, 
ways of working and 
management techniques 
affecting Local Government. 
 
An understanding of 
communications and marketing 
activity in a local government 
context. 
 

 
Relevant Skills 
and Experience 
 

 
Experience of managing Services at 
operational and strategic levels within 
local government or a comparable 
organisation. 
 
Experience in leading on and ensuring 
the delivery of high impact campaigns, 
both internal and external. 
 
Track record of developing and 
implementing marketing and 
communication strategies and plans. 
 
Ability to process complex and 
sensitive information and reframe this 
into messages and action that fits 
within the corporate narrative for the 
Council. 
 
Adept at proactive and reactive 
communication strategies; skilfully 
leading crisis communication 
responses to critical emergency 
situations. 
 
Able to work as part of a team and own 
initiative. 

 
Previous and demonstrable 
experience success in delivering 
innovative and creative solutions 
to Service delivery. 
 
Strategic and political 
understanding in a local 
government context. 
 
Experienced in successful 
partnership working with a track 
record of improving Services and 
facilities for communities through 
successful partnership working. 
 
 
 



  
ESSENTIAL 

 
DESIRABLE 

 
 
Relevant Skills 
and Experience 
Continued 

 
Experience of providing professional 
leadership within an operational area. 
 
Experience in maintaining a 
performance orientated culture which 
delivers efficient and effective customer 
Services. 
 
Experience of financial management 
including the prioritisation and targeting 
of resources and income generation 
and monitoring of specific budgets. 
 
Able to work in a political organisation 
and manage the needs of different 
stakeholders. 
 
Experience of successfully leading, 
managing and motivating employees 
and enabling them to deliver to their full 
potential in a performance focused 
culture. 
 
Excellent verbal communication skills to 
make presentations and explain 
complex issues to a range of audiences 
with various levels of understanding. 
 
Effective written communication skills to 
write complex reports for consideration 
by senior officers and Elected 
Members. 
 
Tact and diplomacy, having the ability 
to make difficult decisions whenever 
required. 
 
Capable of establishing a high degree 
of personal credibility with internal and 
external contacts at all levels and 
establishing good working relationships 
internally and externally. 
 
Experience of effectively managing 
resources and ability to plan and 
prioritise workload for self and team to 
meet challenging priorities and 
deadlines. 
 

 



  
ESSENTIAL 

 
DESIRABLE 

 
 
Relevant Skills 
and Experience 
Continued 

 
Ability to identify and manage risks 
within group of Services. 
 
Effective project management skills. 
 
Demonstrate a customer focused and 
responsive approach that improves 
Service delivery. 
 
Ability to work collaboratively building 
trust, mediating, conciliating, 
negotiating and delegating. 
 
Track record in identifying and securing 
new sources of revenue and resource 
maximisation. 
 

 
 

 

Key Competencies  
 
Leadership 
The ability to 
influence, motivate 
and to inspire others 
to achieve a vision. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
Relates team goals and actions to the 
strategic aims of the organisation. 
  
Takes responsibility for achieving goals 
Is respected by their peers and team. 
 
Sets realistic, but challenging goals and 
targets for individuals. 
  
Agrees implementation plans with 
scheduled actions and accountabilities. 
  
Keeps others informed of all changes 
and decisions which affect their work. 
  
Monitors and reviews progress of the 
team and individuals regularly, 
adjusting plans accordingly. 
 
Delegates effectively, with individuals 
clear regarding their goals and tasks. 
 
Adopts leadership styles appropriate for 
the situation and the individual. 
 

 
 

 
Is clear about the direction for 
the way forward and 
communicates this clearly to the 
team. 
  
Is results oriented and visibly 
leads by example. 
  
Fosters a culture of trust and 
empowerment, inviting 
involvement and participation.  
 
 

 
 
 
 
 

 
 
 
 



  
ESSENTIAL 

 
DESIRABLE 

 
 
Key Competencies 
Continued 
 
Planning and 
Organising 
The ability to plan, 
prioritise and 
organise work 
activities, including 
ensuring the 
adequate allocation 
of resources. 
 

 
 
 
 
Prioritises effectively. 
 
Plans ahead to meet deadlines. 
 
Promotes the use of information 
technology to enhance service 
accessibility and delivery. 
 
Anticipates potential difficulties in 
managing workload and identifies 
solutions. 
 
Has the confidence to take decisions 
appropriate to own level of 
responsibility and authority. 
 
Identifies and evaluates risks, and 
balances these against anticipated 
benefits arising from a proposed course 
of action. 

 

 

Communication 
The ability to use 
interpersonal skills 
to communicate 
clearly and 
concisely, including 
the ability to 
recognise and 
understand the 
feelings and 
concerns of others. 
 

 

Contributes effectively in meetings. 
 
Maintains confidentiality where 
required. 
 
Presents information clearly, concisely 
objectively and accurately. 
 
Shares important information promptly 
with all those who need it. 
 
Shows empathy with others’ needs, 
feelings and motivations, and takes an 
active interest in their concerns 
 
Ensures that work is allocated to 
individuals on a fair basis, taking 
account of skills, knowledge, 
experience and workloads, and the 
opportunity for development. 
 
Uses information effectively to support 
proposals and conclusions. 
 

 

 



  
ESSENTIAL 

 
DESIRABLE 

 
 

Key Competencies 
Continued 
 
Managing and 
Developing People 
The ability to obtain 
the best out of 
people, including 
the ability to provide 
support towards 
realising their full 
potential. 
 

 

 
 
 
Monitors individual and team 
performance and progress towards 
achieving their agreed goals and 
objectives. 
 

Conducts structured and constructive 
appraisals, ensuring that people’s 
objectives and development needs are 
understood. 
 

Encourages two-way feedback, and 
addresses both positive and sensitive 
issues effectively. 
 

Agrees development objectives and 
plans with individuals linked to 
identified individual needs. 
 

Addresses performance issues 
promptly, objectively and effectively. 
 

Faces new challenges positively and 
adapts quickly to new tasks and 
situations. 

 

 
Community 
Leadership  
The ability to help in 
setting direction and 
delivering solutions 
which meet the 
needs and 
aspirations of local 
communities, and to 
achieve this directly 
through services 
and through 
influencing and 
working with 
stakeholders to 
achieve collective 
goals. 
 

 
To lead on community engagement and 
consultation.  
 
To take responsibility for facilitating 
effective cooperation between relevant 
stakeholders. 
 
Negotiate effectively with stakeholders 
for the benefit of the community. 
 
To bring people together to consider, 
create and plan for communities and 
services. 
 
To lead community bids and initiatives 
and take responsibility for securing the 
necessary resources. 
 

 

 
 
 
 
 



  
ESSENTIAL 

 
DESIRABLE 

 
 
Special 
Requirements 
 

 
Flexibility in terms of working hours and 
duties. 
  
Flexibility to work across Service 
boundaries. 
 
Willingness and ability to work co-
operatively with others and support 
team and Council effectiveness. 
 

 
 

 
Equality 

 
Acceptance of and commitment to the 
principles underlying the Council’s 
Equal Opportunities Policy. 
 
Demonstrate a sound understanding of 
equal opportunities and diversity issues 
in relation to service delivery. 
 

 

 
 
 
 
 
 
 
 


