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	Job Title
	Community Relations Officer

	Division
	Community Relations Officer

	Reports to
	Manager Community Relations Services

	Reporting positions
	

	Classification level
	

	Salary
	$26,756p.a

	Main purpose of Role
	Assist the Manager in ensuring that deliverables for the Division are achieved in the timeframe expected.

	Key tasks

	



Technical
	1. Assist with the planning and coordination of Taking Parliament to the People Outreach and Engagement programme.
2. Assist the Principal Office with the coordination of appropriate venues for the Outreach Programme.
3. Assist with the coordination of promotional activities for an increased awareness of Parliament by the citizens.
4. Assist in the formulation of policies and procedures relating to public information programmes.
5. Assist in conducting research into results of previous programmes and make recommendations on the way forward for Public Outreach and Engagement Programmes.
6. Assist with the development of computer information resources.

	[bookmark: _GoBack]Business planning, reporting and management
	1. Assist with the development of strategic and operational plans for the Division.
2. Assist with the provision of relevant resource materials for loading onto the Website.

	General Responsibilities
	1. There will on occasion be certain tasks that are beyond the scope of this Job Description that will require completion. Your supervisor will direct such tasks that are within your capability to do and these directions will not be reasonably refused.
2. Is responsible for own health and safety and that of colleagues.


	Performance Measures
	1. Effective coordination of venues for the Programme.
2. Improved awareness of Parliament by the stakeholders
3. Extensive research and sound recommendations
4. Timely development of strategic and operational plans are in place
5. Appropriate and user-friendly computer information resources are developed in a timely manner.

	Frequent Contacts
	Members of Parliament, Secretariat Staff, General Public


	Selection Criteria

	Qualifications
	Minimum of a Diploma in Education, Management, Marketing, Journalism or in any relevant discipline (Essential).

	Experience
	At least 3 years of relevant work experience (Essential)

	Skills & Abilities
	Must be proficient in the use of computers (Essential)
Must have highly developed written and oral skills in both English and Samoan, advanced research and attention to detail skills (Essential)

	Personal Attributes
	Must be an effective team player with a flexible attitude to working hours (Essential)

	Document History

	Approval Date
	

	Review Date
	February 2024
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