[image: image1.jpg]“blakemore

oooooooooooooooo & son Itd



 Page 1 of 2 

Version 1 

Revision Date: Mar 2014
 Page 2 of 2 

Version 1 

Revision Date:  Mar 2014

Job Description
1. Job Details:
Job title: 

Communications Officer
Division:

Blakemore Trade Partners
Department:
Sales

Responsible to: 
Retail Operations Manager, Blakemore Trade Partners

2. Job Purpose:
· The key purpose of the role is to develop and maintain effective communication links with SPAR Independent Retailers, keeping them fully informed of any changes in our processes and policies, and to make them fully aware of all of our promotional product offers, and new product development. Within the business the key purpose of the role will be to receive business information, adjust it where necessary, and disseminate it across the estate of Independent Retailers, and Blakemore Trade Partner colleagues in an easily readable and useable format. There will also be a requirement to create and develop internal publication and Trade Press articles promoting activity in stores and sharing best practise.
3. Key Tasks / Responsibilities:
· To develop an effective ‘two way’ communication process between Blakemore Trade Partners and Independent SPAR retailers, through all communication platforms including events, magazines, internet, e-mail and social media.
· To receive, assimilate, disseminate and cascade all relevant information to internal colleagues and SPAR independent retailers in a timely and effective manner.
· Collate and produce weekly bulletin to strict deadlines for internal colleagues and SPAR independent retailers.
· Cascade urgent product recall information to internal colleagues and SPAR independent retailers.
· Act as first point of contact for all PR issues

· Collate, write & produce 3 weekly News & Views Magazine

· Maintain information held on AFB web site and Intranet in relation to SPAR independent retailers

· Develop and maintain distribution lists

· Create and maintain database of store images 

· Assist SPAR independent retailers in preparing entries for Industry awards.

· Ensure Sales Team colleagues are aware of all communication deadlines including industry award entries.

· Maintain database of testimonials to support wider commitment to initiatives

· Coordinate market research & carry out ad hoc surveys

· Proofread all communications prior to issue to avoid errors and mis-communication.

· Maintain excellent standards of Retailer satisfaction working in conjunction with all RDC Support departments.

· Work with SPAR UK in promoting National Award entry, and communication of retailer finalists and award winners.

· Prepare monthly audit to measure performance (number of stores represented in internal and trade publications, number of press releases submitted and carried by local press, number of retailers engaged with weekly publications, number of retailers entered for industry awards).

· Support Retail Operations Manager in the planning, structure and development of retailer events.

4. Financial Responsibilities: 
· Ability to work with inter departmental colleagues to ensure output is delivered within their budget constraints.
5. Generic Responsibilities

· Ensure compliance with all aspects of ‘The Blakemore Way’ and appropriate levels of the Competency Framework
· Maintain employee and organisational confidentiality in line with Data Protection Act 
· Demonstrate commitment to Equality and Diversity
· Comply with Health and Safety responsibilities in line with the company Health, Safety & Environmental Policy
6. Other: 

This job description describes the main responsibilities of the post holder but is not intended to cover in detail all the tasks required of the post.  The post holder may be required to carry out other duties as requested; however these will not be unreasonable and will be appropriate to the level of post. As circumstances change, responsibilities may be amended to reflect new requirements of the post. On occasions the post holder will be required to work away from designated work place which may involve staying away from home as and when required in accordance with the needs of the business.  
