JOB DESCRIPTION – SENIOR PARLIAMENTARY PRESS OFFICER

Full Time (35 hours/week), fixed term (12 months, with view to extension to end of current UK parliamentary term)







SALARY: £30,200 (including London weighting)

This post is a challenging and exciting role that focuses on the Green Party’s first ever parliamentary seat and helps to further the Party’s national profile. As such, you will be working in two teams based partly in the parliamentary office of Caroline Lucas MP and partly in national party office, in the national party media team.

MAIN AIMS/OUTLINE OF THE POST:

You will:

· Provide support to the Westminster office in effectively communicating the MPs work.

· Carry our research into local, regional, national and international issues as required; ensuring the Member is made aware of any relevant issues.

· Identify any issues to assist the Member in their parliamentary work.

· Work as part of the Green Party’s national media team to strengthen the party’s public profile, including building relations with journalists

· Work part of the time based in the Member’s parliamentary office and the remainder of your time in the national party office 

This includes work of a complex nature requiring the job holder to work independently and to liaise with senior level contacts.

RESPONSIBLE TO: Caroline Lucas MP

LINE MANAGER: The Green Party’s Head of Media Relations.

DUTIES

· Liaise on behalf of Member with relevant groups/personnel at Westminster, within the Constituency, as part of the Green Party’s national media team, and with outside organizations and the general public
· Contribute to the development of the Party’s working relationships with key national media contacts, as part of the Green Party’s national media team

· Respond effectively, courteously and independently to routine correspondence and enquiries from the media, lobbyists and pressure groups, according to the party’s prevailing strategy and the media team’s practices.
· Advise and guide the Member on local policy issues
· Help with management of the Member’s diary commitments and Constituency commitments
· Adhere to the Data Protection Act principles and respect the confidentiality of data at all times
· Competent use of IT including Microsoft Office package, email and internet to: draft correspondence and reports; set up and maintain spreadsheets and undertake research.
· Any other duties related to the post and appropriate to the pay band as directed and agreed by the Member
Operating as part of the Green Party’s national media team

· Monitor coverage in the media, and liaise with the media when necessary.
· Undertake research, usually from secondary sources, on complex and difficult subjects
· Analyse and evaluate research and interpret data ensuring key issues are identified
· Prepare and present results both orally and in writing e.g. writing articles and press releases 

· Contribute to digital communications including twitter, facebook, blog and relevant websites, as required

· Contribute to the provision of the Party’s duty press officer service outside normal office hours
· Contribute to the Party’s forward planning system as required

Internal liaison

· Work closely with the Head of Media Relations; the Member’s Chief of Staff; the National Party Press Officer; the External Communications Coordinator and other members of the national executive committee.

· Work closely with national, regional and local levels of the Party's media operation, including parliamentary, assembly and local authority contacts.

· Contribute to the development and implementation of communications strategies.

General office duties

· Contribute to the supervision of volunteers.

· Attend occasional meetings outside office hours.

· Contribute to the smooth running of the national and Westminster office in general.

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 their manager 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 their manager 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 their manager or relevant GPEx Co-ordinator.

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

