NATIONAL TENANT VOICE: COMMUNICATIONS OFFICER JOB DESCRIPTION
Key responsibilities
All National Tenant Voice (NTV) staff will be required to work flexibly on all areas of the NTV to ensure it delivers it aims and objectives. The communications officer’s key responsibilities will be to:

· promote the aims and objectives of the NTV and tenant empowerment
· develop and deliver a corporate communications strategy that will help deliver the NTV's key objectives. The strategy will be a two-way strategy, covering how the NTV communicates to tenants, tenants' groups and others, and how tenants, tenants' groups and others can communicate with the NTV

· develop a communications sub-group through the Board and in co-operation with the Council that will be responsible for the strategy 
· develop and maintain the NTV's public relations and distinctive identity with the Board and Council
· develop a database of tenants, tenants' organisations, landlords and others

· take responsibility for writing and distributing regular e-bulletins and newsletters - some generic some targeted at particular groups

· develop the NTV web-site to provide

· up to date information about the NTV

· up to date information about current issues and policies that affect tenants

· 'closed' and 'open' interactive forums

· develop a relationship with the media in general and the housing media in particular, and ensure that the NTV's key messages are distributed through the media where possible

· develop ways for the NTV to be able to communicate with tenants and groups of tenants who are underrepresented on the National Tenant Council and other formal structures. This will include out-reach work to talk to people from the identified groups,  and may include using social networking sites, text communications, use of video and workshops at tenant conferences etc.

· maintain an up to date knowledge and understanding of communication standards in the public and private sectors, ensuring that the NTV's communications draw on and reflect best practice

