
Position Description

Directorate 

Location 

Salary Band

Position Number

Position Level

Status

Date approved

Council overview
Between the city and the sea, Waverley is a vibrant, welcoming, and inspiring place to live, work 
and play with its diverse population, creative culture, enriching lifestyle, stunning natural features, 
and distinctive neighbourhoods. 

Waverley Council provides and supports a variety of services, programs and initiatives to sustain 
and improve the quality of life for the Waverley community. This includes the delivery of 22 main 
services and up to 150 sub-services covering a wide range of activities.

Council values

Care Respect Integrity Innovation Collaboration
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Position Description

Primary purpose of the position

Challenges
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Position Description

Accountabilities
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Position Description

Corporate Obligations 

External relationships

Internal relationships

The position must have a sound knowledge and comply with the following Council 
policies and procedures:

• Work Health & Safety Policy

• Code of Conduct

• Risk Management

• Fraud and Corruption Control Policy

• Equal Employment Opportunity

• Environmental Protection Principles

• Adhere to and comply with other
government legislation as required
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Position Description

Delegation

Budget 

Direct reports and indirect reports

Reports to

No

Yes – Refer to the position’s instrument of sub-delegation

Page 5



Position Description

Essential requirements

Desirable requirements
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	Position Title: Social Media Officer
	Position Title 1: 
	Directorate: [Community, Culture & Customer Experience]
	Salary: [M]
	Position Number: 
	Location: [Bondi Junction]
	Status: [Permanent full-time]
	Position Level: [Level 6]
	Date approved: August 2024
	Original version 2: 
	Page 1: 

	This review 2: 
	Page 1: 

	Next review 2: 
	Page 1: 

	Purpose: The Social Media Officer leads and develops digital communications and content that 
proactively champion Waverley Council's objectives and its vibrant community, including 
fostering engagement with local residents and staff. Integral to this position is the execution 
of the social media policy and ensuring adherence to Council's brand. 
	Challenges 2: 1. Multiple stakeholders inside and outside of Council 
2. A broad range of communications outputs across a variety of channels
3. Councils brand must be consistent across all outputs 
	Accountabilities 2: - Spearhead the development and management of compelling content across various media 
platforms to effectively communicate Council messages and bolster our social media 
presence. 
- Devise comprehensive strategies to engage target demographics, cultivate influencer 
partnerships, oversee community management, and gauge content performance metrics. 
- Proven track record of executing successful paid social campaigns utilising Meta Ads 
Manager, encompassing both boosting and ad campaigns. 
- Generate insightful analytical reports to enhance content performance across paid, 
owned, and earned social media channels, catering to stakeholder requirements. 
- Oversee the moderation and community management of Council's primary social 
communities, ensuring discussions maintain a robust, respectful tone and adhere to 
platform guidelines, particularly when addressing sensitive topics. 
- Collaborate with internal and external content creators to develop captivating and 
relevant content that aligns with brand and overarching strategic objectives. 
- Demonstrated proficiency in graphic design, including expertise in the Adobe Creative 
Suite software suite and Canva, to create visually appealing assets. 
-  Proficient in filming, editing, and producing video content to enrich the Council's 
multimedia offerings and engage diverse audiences effectively. 

	External relationships 2: - Organisations for potential communications partnerships
- Other Government Agencies
- Customers and Public 
	Internal relationships 2: - Executive Management Team
- Business Unit Managers
	Essential requirements 3: - Minimum three years' experience in producing and writing content for social media campaigns.
- Ability to engage with diverse stakeholders of interest and to appreciate competing points of view.
- Proven ability to assist in the planning, coordination, and implementation of effective 
communication, both external and internal. 
- Experience in social media content production, including shareable posts, video, images and 
graphics. 
- Experience in social community management including management of contentious issues.
Sound appreciation of the dynamic environment in which local authorities operate.
- A positive approach to working cooperatively with others and within a team.
Understanding of and commitment to EEO.
	Desired requirements: 
	Budget 2: 
	Direct & indirect reports 3: N/A
	Reports to 2: Senior Communications Officer
	Delegation: Choice1


