
 

 

 

Job Description 
 
 

Job Reference   

Job Title: Communications and engagement officer 

Grade: AfC band 6 

Hours: 37.5 per week 

Location: Bootle  

Responsible to: Head of communications and engagement 

Accountable to: Chief delivery and integration officer 

 
Job Summary:  
 
Working as part of a small and integrated communications and engagement function 
for two CCGs, the post holder will have demonstrably effective communications skills 
- from managing media relations and digital communications, to devising public 
relations campaigns and improving channels for internal and external audiences.  In 
addition the post holder has practical, operational engagement experience of 
working with stakeholders and patient groups, playing a key role in event 
management helping to ensure the CCG is meeting statutory duties in relation to the 
involvement of patients, carers and the public in the commissioning of services. 
 
 

 
1. KEY RESPONSIBILITIES 
 
Planning 

 Support the ongoing development and annual review of the CCGs’ 
communications and engagement strategies in order to deliver against both 
known and emerging priorities 

 Ensure effective implementation of the CCGs’ communications and 
engagement strategies, within timescales and budget 

 Advise, devise and implement appropriate communications, engagement and 
consultation activities to support the work programmes of the CCGs’ staff and 
members in line with each CCG’s objectives and in line with statutory 
requirements and duties to consult 

 Plan, implement and evaluate appropriate pro active public relations 
campaigns in line with the CCGs’ priorities 

 Horizon scanning for contentious or emerging issues and advising and 
preparing appropriate communications and engagement solutions 

 Co-ordinate and organise a range of engagement and consultation events, 
including targeted engagement and consultation activities with segments of 
the local population and protected and hard to reach groups 



 

 

 Participate in working / planning groups to ensure effective communications 
and engagement approaches to support programmes and projects   

 Support the further development of the CCGs’ communications and 
engagement channels and networks   

 Ensure mechanisms are in place for regular reporting of feedback to both 
wider CCG staff to inform commissioning, and to groups and individuals about 
how their views and experiences have informed the CCGs’ work  

 Support monthly Engagement and Patient Experience Group (EPEG) 
meetings, co-ordinating and working with local communications and 
engagement leads in partner organisations when appropriate  

 
Operational 

 Manage the delivery of a range of day-to-day delivery of activities to support 
our communications and engagement plans  

 Answer queries from the media and other stakeholders, directing them 
appropriately and support the development of responses to sometimes 
contentious or sensitive issues  

 Generate pro-active media content in line with the CCGs’ key programmes 
and objectives  

 Work with other CCG staff to research, write and manage the production of a 
wide range of materials to support all activities as part of an integrated 
communications and engagement function – including press releases, 
promotional materials, internal and external feedback reports, annual reports, 
newsletters, briefings, web and digital media copy etc   

 Ensure messages and activities are consistent in style, content, visual identity 
and are coordinated effectively across the organisations  

 Design and deliver surveys and other engagement approaches, such as 
focus groups and other meetings to support patient, carer and public 
involvement in the planning and commissioning of healthcare 

 Collate feedback from all activities including new media, meetings and 
surveys etc and analyse and report results in a timely way   

 Work with external partners to promote and gain feedback about the CCGs’ 
work and to plan and deliver joint activities when appropriate  

 Manage key relationships with our partners and relevant patient, carer and 
public groups 

 Deputise for the Head of Communications and Engagement when appropriate 
 Work collectively with team members, providing cover and leadership support 

for colleagues as necessary  
 

Data systems  

 Develop and maintain databases to record and analyse results of 
engagement and communications activities and stakeholder involvement, in 
support of a systematic approach  

 Use innovative digital media approaches to support the promotion of CCG 
work and the collection of patient, carer and public views and experiences 

 Support the monitoring and reporting of all media  
 
 

General 

 Excellent writing and interpersonal skills  
 Good working knowledge of digital media and other IT programmes and 

applications  



 

 

 Excellent organisational skills  

 Ability to work on own initiative and as part of a small team 

 Ability to work under pressure 
 Working in line with the CCGs’ policies and procedures, such as information 

governance, complaints and equality and diversity 
 
Attitudinal Pre-Requisites 

 Flexibility, ‘can-do’ attitude, adaptable, eager to learn, able to manage 
ambiguities, not constrained by processes and organisational boundaries, 
responsive and customer-focussed, positive, future focussed, responsive to 
change       

 
2. Key Relationships 
CCG staff, member practices, counterparts and other officers from partner 
organisations including Healthwatch Sefton, voluntary, community and faith groups, 
Sefton CVS and its forums and networks, Sefton Council, other NHS bodies (such as 
neighbouring CCGs, local provider trusts and regional and national organisations like 
NHS England) and Sefton patients and residents. 
 
 
 
 
 
 
3. Other information 
 
The CCGs are dynamic organisations, therefore changes in the core duties and 
responsibilities of this role may be required from time to time. These guidelines do 
not constitute a term or condition of employment. 
 
 
4. Data Protection (Data Protection Act 1998) / Freedom Of Information Act 

2000 / Computer Misuse Act 1990 
 
To ensure the confidentiality and security of all information that is dealt with in the 
course of performing your duties in accordance with the requirements of the Data 
Protection Act 1998 and adhere to the principles of Caldicott.  
 
Employees should be aware that the CSU operates a “Code of Conduct for handling 
personal identifiable information”.  They should become familiar with the “Code” and 
keep up to date with any changes that are made.  Breaches of the guidelines in the 
“Code” could be regarded as gross misconduct and may result in serious disciplinary 
action being taken, up to and including dismissal. 
 
To comply with and keep up to date with the requirements of legislation such as the 
Freedom of Information Act 2000 and Computer Misuse Act 1990. 
 
To maintain the confidentiality and security of all information that is dealt with in the 
course of performing their duties is in accordance with the requirements of the Data 
Protection Act 1998 and the principles of Caldicott. 
 



 

 

To be are aware of your obligations under legislation such as the Freedom of 
Information Act 2000; Computer Misuse Act 1990, and any changes or additions 
relevant to legislation. 
 
5. Safeguarding Children and Adults at Risk  
 
The organisation has a zero tolerance approach to the abuse of children, young 
people and adults at risk.  
 
All employees are required to promote and safeguard the welfare of children, young 
people and adults at risk through complying with the CCG’s Safeguarding Children & 
Adults at Risk Policy (2015), Sefton Local Safeguarding Children Board Procedures, 
Children Act (1989, 2004) and Sefton Safeguarding Adult Board-Framework for 
Action (2015). 
 
All employees will be required to attend Safeguarding Children and Adult training 
appropriate to their role in, which includes understanding and recognising the signs 
of abuse and knowing how to raise concerns when those signs of abuse are noticed 
in a person. 
 
6. Investing In People 
 
The CCGs are committed to supporting the development of all staff.  All employees 
have a responsibility to participate in regular appraisal with their manager and to 
identify performance standards for the post.  As part of the appraisal process 
employees have joint responsibility with their line manager to identify any learning 
and development needs in order to meet the agreed performance standards.  
 
 
7. Equal Opportunities 
 
The CCGs recognise the need for a diverse workforce and is committed to Equal 
Opportunities in employment and seeks to eliminate unlawful racial, sexual or 
disability discrimination, to promote equality of opportunity and good relations 
between staff and clients of differing groups. 
 
8. Risk Management and Health and Safety at Work 
 
Employees must be aware of the responsibilities placed upon them under the Health 
& Safety at Work Act (1974), to ensure the agreed safety procedures are carried out 
to maintain a safe environment for employees and visitors. 
 
9. Infection Control 
 
CCG staff are responsible for protecting themselves and others against infection 
risks. All staff regardless of whether clinical or not are expected to comply with 
current infection control policies and procedures and to report any problems with 
regard to this to their managers. All staff undertaking patient care activities must 
attend infection control training and updates as required by the CCGs. 
 
10. Smoking 
 



 

 

The NHS is smokefree.  Smoking is not permitted on any of our premises or the 
surrounding land including car parking facilities. 
 
 
 
Signed……………………………………….Date………………………………….. 
 
 
 
Print Name……………………………………. 



 

 

 
Person Specification 

 

Job Title Communications and engagement officer 

AfC Band 6 Job Code  

 
Method of Assessment:  
‘A’  Application Form   
‘I’  Interview & assessment Process   
 

Person Specification Essential Desirable Assessment 

Qualifications & Training 

1.  Degree level or equivalent experience as 
indicated by the factors detailed below 

x   

2.  Professional qualification in marketing, 
public relations, journalism or equivalent 
experience 

x   

3.  Evidence of commitment to continued 
development  

x   

Experience 

4.  Experience, knowledge and understanding 
of working within the NHS 

 X  

5.  Significant experience of working in 
complex organisations using a wide range 
of engagement and communications 
techniques and methodologies at corporate 
and local levels 

X   

6.  Experience of producing effective written 
materials for a range of audiences / 
purposes – inc’ detailed written reports, 
communication materials, press releases 
and presentations for a variety of audiences 

X   

7.  Proven track record of developing and 
implementing effective engagement and 
communications plans – from initiation to 
feedback - and tracking and managing 
project delivery and evaluation 

X   

8.  Experience of administering and co-
ordinating activities to plan for substantial 
assignments involving a range of 
stakeholders 

X   

9.  Experience of planning, organising, 
recording and evaluating a range of 
meetings and events 

X   

10.  Experience of how the media works and 
demonstrable experience of media and 
external relations, internal communications 

X   



 

 

Person Specification Essential Desirable Assessment 

and new media 

11.  Partnership working – building effective 
partnerships with different groups (internal & 
external) and partner 
agencies/organisations 

X   

12.  Developing policies, procedures and 
systems relating to engagement and 
consultation 

X   

Knowledge  

13.  Specialist knowledge of stakeholder 
engagement, consultation and 
communications techniques, and the ability 
to implement plans with minimal 
supervision. 

X   

14.  Specialist knowledge of engagement and 
consultations statutory requirements, 
including Transforming Participation in 
Health and Care guidance, NHS 
Constitution and Health and Social Care Act 

X   

15.  Excellent working knowledge of a broad 
range of IT systems - including content 
management systems, online surveys 
Word, Excel, Powerpoint, email, internet 
and local information systems, social media 
- and how they can be effectively used in 
engagement and communications 

X   

16.  Understanding of the importance & 
requirements of Data Protection, 
Confidentiality, Equality and Diversity 

X   

17.  Good understanding of how to analyse and 
interpret quantitative and qualitative data. 

x   

18.  Knowledge of the NHS Strategies and 
Initiatives 

 X  

Skills 

19.  Ability to communicate effectively and 
confidently both verbally and in written 
English 

X   

20.  Ability to deliver effective presentations X   

21.  Ability to influence at all levels of an 
organisation and external stakeholders 

X   

22.  Ability to review and interpret complex 
data/information to produce reports 

X   

23.  Excellent interpersonal and organisational 
skills 

X   

24.  Ability to maintain and manage accurate 
records of assignments and initiatives 

X   



 

 

Person Specification Essential Desirable Assessment 

25.  Ability to seek solutions to customer queries 
using internal and external sources 
available 

X   

26.  Ability to manage time effectively through 
planning, organisation & prioritising of 
workload 

X   

27.  Ability to work independently, with limited 
supervision, taking responsibility for 
delivering on work streams to agreed quality 
standards and within timescales 

X 

 

  

Other  

28.  Proactive approach to improvements & 
changes in services 

x   

29.  Creative and enthusiastic x   

30.  Willingness and motivation to learn and self 
develop 

x   

31.  Confident, positive and friendly approach 
when dealing with colleagues and 
customers 

x   

32.  Team Worker with the ability to work flexibly 
with colleagues 

x   

33.  Commitment to customer service principles 
and standards 

x   

34.  Commitment to the principles of modern 
employment practices 

x   

35.  Commitment to mainstream equality & 
diversity through Policies, Procedures and 
Services 

x   

36.  Travel / flexible working hours are essential 
requirement of the role 

x   

 


