Head of Media Relations
Salary: £25,662 - £27,477
Hours: 35 Hours per week

Main aims / Outline of the role:

You will play a key role in our media campaigns for the forthcoming General Election, in which we aim to elect the first Green MPs.

You will be working closely with senior elected figures in a fast-paced, political environment to deliver our key messages across a range of media.

Line manager: Head of Office

Other reporting lines:

Regular contact with the Leader and Deputy Leader for day-to-day media work and political direction.

Additional strategic direction, supervision of the media work programme and advice is provided by the national executive's external communications co-ordinator.

Responsible for / Line Management duties:

Press Office Volunteers and Interns

Responsibility for Assets, Materials, etc.

· Shared responsibility for maintaining the physical security of the office and the security of its IT systems.
Range of Duties

General

Implement the press strategy and communications strategy of the Green Party as agreed by Green Party Executive (GPEx)

Promote a positive image of the party and its key public figures in line with the above strategies

Contribute to the development of effective communications and press strategies

Contribute to the planning and execution of integrated election communications
Supervise media interns and junior staff
Day to day external press work

Research, write and distribute responsive / generative press releases, news releases and letters

Help the leadership team, along with target candidates and other key spokespeople, react to day to day political events, especially around the UK government and parliament

Ascertain the 'party line' in conjunction with the Leadership team, and relevant  policy advisors or spokespeople

Write briefings for key party figures in preparation for media interviews, working closely with the Research Co-ordinator
Act as a point of contact for journalists, provide relevant materials / contact details 

Make telephone contact with journalists during proactive media projects and/or in a responsive capacity

Act as out of hours press contact on a rota; maintain this rota under the direction of the Head of Office

Responsible for day to day news content of Green Party website
Oversee the implementation of the party’s online campaigning, including regular email bulletins and the party’s social networking presence, working closely with the party’s fundraiser and relevant GPEx co-ordinators
Contribute content to other 'new media' outlets

Day to day internal press liaison

Liaison with MEPs’ and GLA press team, often 'offer up' media opportunities

Co-ordination of the party’s national, regional and local press teams (staff and volunteers)
Maintain the list of regional press officers

Maintain an up to date list of Green Party Policy advisors and spokespeople

Provide policy and media advice to local party contacts when there is regional media interest

Media planning and monitoring

Maintain, and make available to relevant individuals and bodies within the party, a rolling forward plan of media opportunities

Maintain a contact details database including journalists interested in specific topics areas and regions 

Identify key journalists and build relationships with them

Maintain a record of media “hits” and monitor them for quality and value, record major TV appearances where possible

Provide regular summary reports of media coverage

Help identify research needs for future press opportunities

Advise on and recommend media tactics as needed to GPEx Communications & Campaigns Committee

Elections

Create and implement media plan for major elections, in conjunction with External Communications Co-ordinator

Oversee major election press events
Conferences and training

Organise the press office Conference operation in conjunction with the GPEx External Communications Co-ordinator, Conferences Committee and the Head of Office. To include, but not limited to; developing themes, time-tabling of externally focused aspects of conference, managing press budget, overseeing provision of media facilities

Contribute to Conference training activities as requested by the Communications and Campaigns Committee of the Executive

In conjunction with the External Communications Co-ordinator, identify key media training needs and organise relevant training activities

Attend occasional out of office hours meetings

Management

Supervise any junior staff employed in the press office
Recruit, induct, train and supervise team of media volunteers and interns

Strategic Duties

Provide feedback on and contribute to the development of the Party’s Communications Strategy

Office duties

Keep the press office tidy and organised

Attend office staff meetings

Contribute to smooth running of the national office

Other general duties as required by the Head of Office

General points applicable to all Green Party jobs

1. The Green Party strives to be an Equal Opportunities employer and requires its employees to carry out their work in accordance with its polices on equality of opportunity in relation to employees and volunteers, in promotion of the party’s policies and access to the Party’s services.

2. Green Party staff are required to abide by any policies in place to ensure, for example, health and safety at work, data protection, etc. 

3. The Green Party has a democratic structure with annual elections. Employees need to be aware that the organisational priorities which determine their work priorities are decisions of the Executive and may be subject to change as an Executive changes.

4. Green Party staff may be required to attend Green Party Executive and other meetings and conferences, so long as at least two weeks' notice is given and this does not conflict with leave already agreed. These meetings may take place out of office hours, in which case time off in lieu will be awarded.

5. Green Party staff are assigned goals, work plans, guidelines and priorities by their line managers as part of the annual planning and appraisal system, but are expected to show initiative within this framework in managing their workload to meet the overall goals of the party.

6. Green Party staff are required to keep a timesheet along with records and details of work carried out as requested by their line manager and may, from time to time, be required to provide written or oral reports to the Executive.

7. Green Party staff should be open to developmental needs which may arise and work with their line manager to address these needs through training or other routes.

8. Green Party staff are expected to identify and make recommendations to the Head of Office on improving the systems within the office.

9. Green Party staff are expected to participate fully in the Party’s teamwork ethos, attend staff meetings, share team duties and responsibilities and develop their work in co-operation with other colleagues. 

10. Green Party staff are expected to promote and develop the role of volunteer staff within their area of responsibility in liaison with the Head of Office and in accordance with the current policy on the management of volunteers
11. Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used, in which case all the usual associated routines and duties are naturally included in the job description. Green Party staff are expected to undertake any other reasonable tasks as requested by the Executive via the Head of Office or relevant GPEx Co-ordinator.

12. This job description may be periodically reviewed in consultation with the post holder.
