Communication: Band 3
Job and person specification
	Job title:
	 Junior Press Officer

	Reference:
	MBS-056-26

	Office of:
	Reform UK Group Office

	Pay band:
	3

	Salary range:
(pro-rata)
	£26,345 - £33,873
All new staff are expected to enter on the scale minimum of the appropriate pay band.  Individual staff will, subject to satisfactory performance, move up the incremental scale one point at a time on the anniversary of their commencement of employment until they reach the scale maximum for their band.

	Working hours:
	22.2 hours per week 
[Some evening and weekend work will be required.] [There may be a requirement for the role holder to work outside of the normal working hours.] 

	Appointment type*:
	Fixed Term for 6 months with the potential for extension upon satisfactory performance

	Location:
	Senedd
 [There may be a requirement for the role holder to travel for work occasionally] 



	Purpose of the job

	A Band 3 Junior Press Officer working for the Reform UK Group would typically be responsible for assisting with the communication efforts externally. Assisting the Group to disseminate key messages and information via press release and social media. Some administrative work including the arrangement of media interviews.



	Additional information:

	*Appointment type:
Group: When there is a change in the Leader of the Group, or in the number of Members that make up the Group, this position may become redundant.


	I am an equal opportunities employer and welcome applications from all suitable persons including people from the following protected characteristics (race, sex, disability, religion/belief, sexual orientation, gender identity, marriage / civil partnership, pregnancy / maternity or age).

	Please note that appointment will be subject to references and a security check.
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Introduction: Communication
Communication jobs are responsible for creative processes, public relations, media releases, communications and media production, printed and electronic publications, website content design/management, and social media. The Communications function also includes the support, coordination, production, and management of written, visual, and digital communications. These roles may also include managing and coordinating consultation and engagement events in accordance with the frameworks governing Member activity.
The key characteristics are:
· Generating ideas, researching, creating, writing and delivering a variety of communications materials
· Creating, supporting and managing campaigns for internal and external stakeholders
· Providing technical advice and direction for Members and other staff in relation to the choice and use of various communication media 
· Proactive and reactive communication strategies
· Developing and implementing projects with various agencies, including public, private and voluntary sectors
· Building and maintaining relationships with stakeholders 
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Person Specification

	Skills and behaviours 

	· Expected to be proficient with the normal tools and equipment for the job, for example, standard software packages and have familiarity with online media.
· Good oral and written communication skills.
· Expected to plan and manage their own workload within the constraints of established practice and procedures.
· Take decisions within established guidelines or protocols, for example, using standard replies to enquiries or passing on to others.
· Ability to work collaboratively as part of a small team. 

	Knowledge and experience 

	· Expected to develop proficiency in an area of administrative or practical work; able to answer a standard range of queries from others and know when to refer on more complex queries.
· [Data protection / information security] Knowledge of law and good practice related to data protection and information security.
· [Health, safety and wellbeing] Experience and practical understanding of law and good practice regarding health, safety and wellbeing, including risk assessments, control measures, and knowing when to seek competent advice.
· [Safeguarding] Experience implementing proportionate safeguarding measures related to children and vulnerable adults.

	Desirable criteria 

	· Understanding the aims and values of the Party of the Member, and the political priorities for the Member or Group.  Being comfortable with the party’s policies, aims, and approach to serving the community.
· Sympathetic to the aims and values of the Party.

	Qualifications 

	· Requires ability to demonstrate knowledge or experience of a range of work procedures based on relevant work experience and/or vocational qualification, for example, NVQ level 3 or 4 or equivalent in media or communications.

	Language skills

	Non-essential
· Welsh language skills are not essential for this post, they are however desirable.
· The ability to work in both Welsh and English. Ability to pronounce Welsh names, answer the telephone, greet people or make introductions bilingually.  To understand familiar, every day Welsh expressions. To understand short texts where people are giving basic information.



Main duties
The key areas of work and responsibilities for this job. Points identify typical areas of outputs and suggest anticipated results but are not exhaustive or specific.

	Media and Press Work

	· Monitoring local and national media for relevant news.
· Assisting in responding to media inquiries and arranging interviews.
· Producing press releases.

	Digital and Social Media

	· Creating and scheduling posts, graphics, and videos in line with agreed protocols.
· Monitoring engagement.

	Workplace obligations

	· Data protection / information security
· Support the Member to comply with their obligations related to data protection and information security in accordance with relevant legislation and codes of practice.
· Health, safety and wellbeing
· Support the Member to comply with their obligations related to health, safety and wellbeing in accordance with relevant legislation and codes of practice.].
· Safeguarding
· Support the Member to comply with their obligations related to safeguarding of children and vulnerable adults in accordance with relevant legislation and codes of practice.

	Other

	· Perform other duties as required to support the Member that are commensurate with this band.



