______________________________________________________________________________
Job description

	Date:    1 April 2025 
	
	


_____________________________________________________________________

	Department:

	 Place and Economy

	Post number:

	PKBCIP001

	Section:

	Economic Development 

	Job title:

	Industrial Placement (Malone House and Belfast Castle)

	Grade:

	Grade 1 


_____________________________________________________________________

Main purpose of job

To be responsible to the appropriate line manager for assisting in the provision of an effective and efficient service.  









Summary of responsibilities and personal duties

The duties of the post will include:
1. To assist with the planning, organisation and marketing of specific projects and events at Belfast Castle and Malone House. 

2. To organise and assist with photography and manage the database of photographs for use in promotional events and other relevant marketing activities.

3. To organise and assist with various social media accounts regarding updating content and reporting statistics

4. To provide administrative support and reception duties at Belfast Castle and Malone House and deal with telephone, postal, email and social media enquiries.

5. To cover reception duties at both properties as and when required to include some evening and weekend duties

6. To liaise with departments/sections to gather information and images for departmental and corporate publications, web and press releases and to prepare and edit copy in line with our council plain English guidelines.

7. To assist in preparing a wide range of communications using relevant software packages and to participate in training on appropriate software packages. 

8. To undertake research, recording and collation of information. This may involve market research including annual surveys, customer comment card analysis and competitor analysis. 

9. To help with the application of relevant Quality Awards at Belfast Castle and Malone House. 

10. To assist with the production of in-house publications such as newsletters, leaflets and brochures, and other publications.

11. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

12. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

13. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

14. To undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.









































Employee Specification

	Date:  19 March 2026
	
	
	


_____________________________________________________________________

	Department:

	 Place and Economy

	Post number:

	PKBCIP001

	Section:

	Economic Development 

	Job title:

	Industrial Placement (Malone House and Belfast Castle)

	Grade:

	Grade 1 


_____________________________________________________________________

Essential criteria

Qualifications

Applicants must, as at the closing date for application forms:

· be second year students studying for an Honours degree in a relevant subject, such as Communication; Public Relations; Business Studies; Communications Management and PR; Media Studies; International Hospitality Management; Leisure and Events Management; Advertising; Marketing or Communication, Advertising and Marketing and be eligible to undertake an industrial placement in 2026 / 27.

The appointment will be subject to official confirmation of successful completion of all second year examinations. 


Special skills and attributes

Applicants must be able to demonstrate that they possess the following special skills and attributes which may be tested at interview: 

Written communication skills: the ability to write in a clear simple language with good grammar and spelling skills.

Oral communication skills: effective communication skills with the ability to convey information and listen, and respond to, requests from staff and internal or external customers.

IT skills: good information technology and keyboard skills including the use of standard Microsoft Office programmes.

Customer care and interpersonal skills: good interpersonal skills with an awareness of the importance of customer care and the ability to create a good impression and enhance and protect the image of Belfast City Council.


Team working skills: the ability to work effectively in a team to achieve shared targets.

Organisational skills: the ability to prioritise work and follow through work programmes to satisfactory completion.
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