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JOB DESCRIPTION

Job title:
MEDIA & PUBLIC RELATIONS OFFICER
Department:
Chief Executive’s (Media and Public Relations)
Reports to:
Head of Media and Public Relations 
Manages:
Staff:

No direct line management responsibilities. However, the postholder will be responsible for overseeing aspects of the Media and Public Relations Assistant’s work (as specified below) and for supporting / mentoring media volunteers 
Budget:
Not applicable  
Hours:
Full time (37.5 hours per week).  Some evening and weekend on call work to support the Media out of hours service will be required for the role but reasonable time off in lieu will be given to take account of this.
Location:
The post will be based at the Charity’s Head Office, in Hammersmith, London, W6  


Summary of main purpose of the job:

To support the Head of Media and Public Relations and the Media and Public Relations Team in raising public awareness and knowledge of prostate cancer and to help raise the profile of The Prostate Cancer Charity and its work.
Main Responsibilities:
To identify and create opportunities for proactive media work relating to prostate cancer and the Charity’s activities

To work closely with the Fundraising Team, and other teams as appropriate, providing media support for major media campaigns and events, including Movember, running and challenge events, such as the London Marathon, and Prostate Cancer Awareness Month.
 To respond to media enquiries, queries and complaints in a timely and effectively manner, researching information where necessary and referring more complex or sensitive issues to the Head of Media and Public Relations and members of the Senior Management Team or others, as appropriate
 To prepare media releases, statements, articles and briefings for approval by the Head of Media and Public Relations/Senior Management Team members, as required, and, following approval, to ensure appropriate despatch, including providing relevant circulation and updates to Charity staff and Trustees
 To support the Senior Media and Public Relations Officer in developing and maintaining a proactive media and public relations contact programme
 To support the Senior Media and Public Relations Officer in evaluating media coverage and preparing reports (e.g. for the Senior Management Team or Board of Trustees)

 To support the Senior Media and Public Relations Officer in promoting the support of celebrity supporters of the cause and the Charity
 To manage maintenance of the library of media resources, including maintaining press cuttings and samples of the Charity’s press releases, overseeing the Media and Public Relations Assistant and volunteers in developing this resource
 To maintain excellent relationships with the Charity’s existing media talkers and develop new relationships and case studies, providing guidance and support to the Media & Public Relations Assistant in maintaining and developing media talkers and taking the lead in ensuring records are updated as necessary 
 To lead on maintenance and development of the Media Team’s contact mailing lists and other databases, overseeing the Media and Public Relations Assistant and volunteers in developing this resource
 To ensure media information is appropriately updated on the Charity’s website, liaising with the Website Editor and ICT Manager as necessary 

 To develop and maintain efficient and effective administrative, filing and other office systems, identifying and implementing opportunities for improving systems, overseeing the Media and Public Relations Assistant in developing this resource
 To work effectively and collaboratively with other staff members across the Charity to ensure that prostate cancer media opportunities are maximised 
 To participate in the Media Out of Hours on call cover rota, as required (Time Off in Lieu will be provided, but must be agreed with the Head of Media and Public Relations in advance)  
 The post holder will be working in a developing environment and he/she will therefore be required to undertake other appropriate duties as necessary for the efficient operation of The Prostate Cancer Charity
Health & Safety
The post holder must be familiar with the Charity’s health and safety policy and all work should be undertaken so as to be consistent with it and as to ensure own health and safety and that of others affected by their work.

This job description is not exhaustive and amendments and additions may be required in line with future changes in organisational requirements.
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PERSON SPECIFICATION
Post:
MEDIA & PUBLIC AFFAIRS OFFICER
Education / Knowledge:

Essential

 Degree level education or equivalent or relevant media knowledge gained through work experience

 Good working knowledge of the UK national and regional media
Desirable

 Communications / PR qualifications are highly desirable

Experience:

Essential

 Proven media relations experience
 Experience of preparing and distributing a wide range of media resources and materials (press releases, media statements, Q&As, articles and letters for publication, briefings etc) and working to tight deadlines
 The ability to deal with diverse workload, including medical and scientific research issues, and to work to tight deadlines


Desirable

 PR experience of high profile media campaigns highly desirable
 Database experience, ideally with experience of working on Raisers Edge
Skills and Abilities:

Essential

 Ability to identify and develop newsworthy stories

 Proven ability to secure media publicity 
 Excellent writing skills – in particular the ability to produce eye catching copy
 Excellent communication and client care skills (written and oral) – a confident phone manner when speaking to the media is essential
 Ability to think creatively 
 Good analytical skills
 Excellent administration/organisational skills, with the capacity to pay close attention to detail
 Ability to network and build relationships at all levels 

 Ability to organise and prioritise a busy workload and work to tight deadlines whilst maintaining high quality standards 

 Ability to work independently, co-operatively and as an effective team member

 IT competent, including the ability to use Excel,  Windows/Word and Outlook
Desirable

 Experience of working with volunteers

 An understanding of website deployment in a media context

Personal:

Essential

 Empathy with and the ability to promote the cause

 Energy, commitment and confidence 
 Ability to forge positive working relationships (internally and externally)

 Strong team player
 A proactive approach and willingness to take initiatives
 Ability to coach and mentor 
 Ability to undertake some out of hours work to participate in the media out of hours cover rota and attend events
 Ability to travel within the UK (though not excessive)

Circumstances:

Essential

 Ability to work flexible hours, including participation in the media out-of-hours telephone cover rota (evenings and/or weekends) although not excessive
 Ability to travel within London and occasionally outside London
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