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Job Description

Job Title:
Media Officer

Reference:

SUS3266
Salary:

Grade F: £24,938 per annum 
Plus a London Weighting allowance of £3,995pa

Hours:

37.5 per week
Contract:

Permanent

Base:
Home Based and Sustrans London, 244-254 Cambridge Heath Road, London E2 9DA
Job purpose:
To secure a high volume of positive media coverage that delivers on organisational objectives. To pitch winning ideas to trade, business and national media. To help build the profile of the charity through media and communication strategies across all platforms.
Place in Organisation:

The post-holder will report to the UK Media and Communications Manager.
Key relationships: 

Internal:

UK Media and Communications Manager



Head of Strategic Communications



Policy and Public Affairs



Communications Officers



Digital team

External:

Journalists, commentators and bloggers



Celebrities, patrons and expert spokespeople 


 Partner/funder press officers
Key responsibilities:
1. To support the UK Media and Communications Manager in planning and implementing Sustrans’ UK-wide communications and media campaigns. 

2. To proactively identify opportunities to promote Sustrans and its ambitions in the media and make recommendations on how to develop and deliver media plans accordingly.
3. To follow coverage about Sustrans field of work and look for opportunities for comment and reaction. 

4. To work collaboratively with policy, communications and marketing officers to ensure consistency and coherence with press and Public Relations (PR) activity across the charity.
5. To assess and prioritise day to day stories, plans and tasks and assume responsibility for delivery. 

6. To promote Sustrans work consistently and clearly through simple and inspiring messages to news, consumer and trade media across all channels.
7. To generate news and stories and produce media-friendly content (case studies, imagery, infographics) to share and engage national media across all channels.
8. To proactively seek out opportunities for features and placing of case studies (human-interest stories and projects) with relevant media, developing strong internal relationships to achieve this.
9. To build and develop productive relationships with journalists, commentators and bloggers.

10. To draft punchy and usable press releases, media statements, letters, opinion pieces and blogs for approval by the Senior Press Officer.
11. To issue press releases in a timely manner.
12. To arrange interviews and brief spokespeople with key messages and answers to complex questions.

13. To use digital media channels such as Twitter to amplify the impact of our media successes and to promote our key messages.

14. To contribute content to Sustrans publications and website.

15. To support development of media expertise of staff throughout the organisation through training and expert advice.

16. To ensure all press enquiries are raised with the UK Media and Communications Manager and then handled appropriately 
17. To take part in an out-of-hours / weekend rota, after successfully completing a probationary period, taking reactive calls from the press and directing them to the appropriate people.
18. To support and comply with the charity’s guidance on branding, tone of voice and key messages.  

Responsibilities for all communications staff

Business development:
19. To contribute toward the development of new ideas and innovative strategies for product development, marketing, branding, or business opportunities.
Training and personal development:
20. To attend essential Sustrans training as required by the Charity.

21. To ensure own personal development by working to objectives set as part of the Charity’s appraisal process.

Health & Safety, Safeguarding and Equality, Diversity and Inclusion:
22. To support and comply with the Sustrans’ policy for the management of Health and Safety.

23. To support and comply with the Sustrans’ policies for the management of safeguarding.

24. To support and comply with the Sustrans’ policy and procedures relating to Equality, Diversity and Inclusion and apply principles of best practice in own role.
Networks:

25. This role may have additional responsibilities as a member of a network of colleagues working on Sustrans-wide oversight of strategic communications.

Other
26. To perform any other duties consistent with the nature and grade of the role as agreed with the line manager.
Working conditions:

The post-holder must be prepared to walk, cycle or use public transport for the majority of work journeys. There may be opportunities to work from home at times.  Overnight stays away from home may be necessary when participating in projects away from their designated base. Occasional weekend and late working may be required with time off in lieu.   

Special note:

This job description does not form part of the contract of employment, but indicates how that contract should be performed.  The job description may be subject to amendment in the light of experience and in consultation with the jobholder.

Compiled:

Head of Strategic Communications
Date:


May 21

Press & Media Officer (SUS3266)
Person specification:
	Criteria
	Essential

	Qualifications, education and training
	Good standard of education 



	Experience
	Experience of collaborating on or managing media projects to generate positive media coverage, ideally in trade and national media. 

Experience of translating complex issues for a media and public audience

Experience of applying creative PR techniques 

Experience of building and managing effective relationships with journalists, commentators and bloggers


	Skills and abilities
	Proven ability to influence internally

Excellent verbal and written communication skills including writing for online and social media channels 
Ability to produce high impact and inspiring copy, media statements, opinion pieces and blogs

Ability to be well organised
Ability to be tactful and calm under pressure

Ability to work to tight deadlines

Highly motivated self starter and enthusiastic

Fully competent IT and digital skills


	Knowledge
	Substantial knowledge of how the media works and what makes a great story

Knowledge of evaluation and reporting using media databases

A good understanding of the importance of digital channels in delivering successful media campaigns



	Other
	A keen interest in the news and trade media
Committed to Sustrans’ vision 


	Criteria
	Desirable

	Qualifications
	Educated to degree level or equivalent 



	Experience
	Experience of working in the charity sector

Demonstrable grasp of the wider media and political context




