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Job Description and Person Specification

Please note this statement is for information only and does not form part of a contract. This list is not exhaustive and you will be expected to undertake such duties as may be assigned to you by ActionAid from time to time. Staff are expected to be flexible in their work in order to deliver the objectives of the organisation.

	Job title
	PR Manager 

	Contract type
	Permanent

	Grade
	Grade 6A

	Reporting to
	Head of Media Relations

	Department
	Media Relations Department, ActionAid UK
The PR Unit (a team of three including the PR Manager) is part of the Media Relations team which also includes the News Unit (a team of three including the Head of News) and a Broadcast Journalist who has responsibility for film. 




	Context



As part of the global ActionAid family, we are helping to build a fair and just world where everyone can claim their rights.  To achieve this we ensure local people are at the heart of and lead our approach to human rights based development in more than 45 countries – fighting hunger and disease, seeking justice and education for women, holding companies and governments to account and helping communities cope with emergencies.
In the UK our role is to raise funds to carry out programme work in developing countries and internationally, to motivate and engage our supporters and the general public and to campaign for change.  We are a value driven, forward thinking organisation, focused on achieving long-term sustainable change.
	Purpose of the Role


	To maximise ActionAid’s brand awareness within target audiences delivering PR in on and offline media. You will provide leadership, PR expertise and creativity in support of fundraising campaigns and give appropriate support to our influencing agenda helping to raise ActionAid’s profile and visibility and increase public knowledge and understanding of our approach to development. 




	Key tasks and responsibilities



Responsible for PR within ActionAid UK, providing overall management and giving strategic direction to help achieve our goals.
· Lead cross-organisational PR ensuring an integrated approach which drives action.
· Ensure our PR and celebrity strategies remain fit for purpose.
· Lead on the development of PR opportunities for new initiatives. In addition to media work this will include developing PR partnerships, events management and some corporate PR. 
· Lead on building appropriate relationships and partnerships which will help us increase our visibility and impact.
· Keep up-to-date with industry developments and the popular media to be aware of all external opportunities.
· Promote an understanding of the challenges and opportunities of PR work across the organisation and advise senior managers on PR issues
PR support and media coverage is maximised around fundraising projects and also for popular campaigning where PR is part of the campaigns mix.

· Propose, develop and deliver creative PR plans that make the most of opportunities to deliver maximum visibility and action for ActionAid.

· Ensure all PR activities promote ActionAid’s values and are within our brand and production guidelines. 
· Hold regular meetings with departments to identify PR opportunities that meet their needs, and ensure PR Unit members are providing a professional service to other teams helping those teams identify and realise PR opportunities within their planned work.

· Work within ActionAid’s standardised project framework, setting and meeting PR targets against plan, timeline and budget.
· Develop and pitch compelling story ideas; writing, coordinating and issuing media releases, statements, feature ideas, briefing materials and Q&As.
· Contract PR agencies to carry our projects where appropriate and where costs allow, overseeing budgets, plans and key performance indicators in line with our procurement policies.

Lead the PR Unit’s response around ActionAid’s commitment to Women’s Rights.

· Take responsibility for understanding Women’s Rights and how best to communicate it.

· Ensure that Women’s Rights is recognised as being at the heart of our solution to poverty and is embedded within all PR work plans. 
· Devise and lead a PR project in support of International Women’s Day annually that supports fundraising, campaigning and profile raising objectives devising project plan, timeline and budget with media/PR targets identified and met.
Provide overall management and strategic direction to the PR Unit (a Celebrity Coordinator and PR Officer).
· Be an enthusiastic and creative manager and make sure unit members develop and deliver on-brand, popular and persuasive media-friendly stories and PR initiatives that take advantage of all opportunities.
· Ensure the PR Unit delivers projects effectively, raising and developing skills within the Unit by providing advice and guidance and contributing creative ideas and strategic thinking to team members’ work plans. 

· Ensure that lessons learned are recorded and communicated within the PR Unit, the media team as a whole and any relevant cross-departmental teams.
Ensure wider PR Unit support to the celebrity coordinator as we continue to build our celebrity portfolio.

· Oversee the ongoing development of ActionAid’s celebrity strategy.

· Ensure the PR Unit supports the Celebrity Coordinator as she seeks to maximise celebrity initiatives including coverage and that systems and processes are followed.

· Ensure new celebrities are continuously being identified and that new ways of approaching and working with them are developed.
Provide line management to the PR unit and to the media team’s part-time administrator.
· Supervise and oversee activities providing appropriate support and development via monthly 1:1 sessions (giving written feedback after each) and yearly appraisal so that responsibilities as set out in role profiles and annual objectives are met.

· Contract external staff to carry out projects where appropriate.

Monitor and evaluate PR initiatives and media coverage to show how PR and media is helping to deliver on organisational objectives: 

· Oversee media evaluation and work with the Head of Media Relations and departmental administrator to ensure organisational evaluation systems are followed, compiling reports on coverage and updates as necessary.
· Keep up-to-date with industry best practice on monitoring and evaluation of impact.
Be responsible for the PR budget:
· Manage the PR budget providing full reviews and updates on spending when required to the Head of Media Relations.
· Identify and cost resources required for planned activities.
Network effectively in support of the role: Identify opportunities for and arrange and attend frequent meetings with agents, PRs, celebrities and journalists in support of projects and build and maintain successful relationships.
Undertake out of hours working: Contribute to ‘out of hours’ media contact and travel at home and overseas where this is required to provide effective PR support and leadership to ActionAid initiatives.

Take on any other reasonable duty as may be assigned, that is consistent with the nature of the job and its level of responsibility

	Person Specification


	Qualifications 



	Essential
	Desirable

	Knowledge of best practice in PR
	Educated to degree level or equivalent experience 


	Knowledge and Experience



	Substantial experience in developing and implementing PR campaigns – preferably including agency experience ​- backed by portfolio/and or evidence of impact


	Experience of working within corporate guidelines (e.g. on brand and identity) and of working within an international PR/marketing and communications strategy



	A keen sense of popular culture, a solid understanding of the media, especially mass media and of the wider media context including online, twitter and social media


	Experience of working on PR partnerships and of measuring media impact



	Proven experience of developing and implementing PR strategies for key projects and campaigns and of managing a range of projects under pressure with competing deadlines

	Experience of working in a large complex organisation


	Proven experience of working on diverse and wide ranging strategies to communicate with mass audiences and capitalise upon celebrity involvement

	Experience of acting as a spokesperson for the organisation



	Knowledge and understanding of how PR fits with other marketing disciplines e.g. advertising and marketing

	Understanding of development issues and how to communicate them to a range of audiences (if experience is limited you will be expected to attend a global development course)



	Consolidated management experience 
	Celebrity contacts 

	Skills and Abilities



	A creative thinker with proven ability to generate unique and distinctive PR-able ideas, and follow them through to successful delivery

	 

	Excellent networking skills with a proven track record of building a wide range of media and other contacts; an understanding of developing celebrity relationships is also essential

	

	Excellent organisational skills 

	

	Creative, imaginative and enthusiastic approach to projects, team-working, problem-solving


	

	Outstanding verbal and written communications skills


	

	Commitment to equal opportunities and to ActionAid’s mission, vision and values.
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