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Press Officer

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	
Public Affairs & Campaigns
	Team:
	Media and Public Relations
	Grade: 
	Specialist  A
	Reports to:
	Media Manager

	Line management responsibilities:
	No
	Location:
	London


Role overview
	The Press Officer will promote and protect the Law Society's reputation, profile and influence with its target audiences through broadcast, print, online and social media, as well as promoting the value and standing of our members.



Core duties of the role:
The post holder will:
	Produce clear and engaging content for use in press releases, articles, Q&As and op-eds.
Translate complex issues into simpler, concise language that the media and wide public can understand.
Contribute to creative communications plans to support proactive stories on key campaigns.
Lead on several remits and monitor and respond to breaking news. Deal promptly and effectively with media enquiries, alerting colleagues and management where appropriate, and formulating responses.
Build and maintain excellent working relations with a broad and diverse range of media contacts and colleagues across the Law Society.
Collaborate effectively with various teams including policy, public affairs and campaigns.
Provide written briefing to senior staff ahead of media interviews and help prepare them with verbal briefing.
Use their own initiative to suggest creative or new ideas that have been well considered.
Evaluate how stories are covered by the media, including social media, sharing coverage with policy teams as appropriate.
Flag potential communications risks and assist with crisis communications where necessary.
Carry out administrative duties, including compiling the daily news summary when the Junior Press Officers are not available, monitoring the Press Office inbox and answering phone calls and making sure all press releases, lines to take, Q&A and briefing are shared on a central database. 
Deputise for Media Manager as appropriate.
Provide out of hours duty press officer cover on evenings and at weekends on a duty rota basis.



Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	· Experience of working in a busy, issues-led press office or newsroom and leading on key remits
	Application Form
	· Experience of producing concise and engaging press releases and articles for consumer and trade press  
	Application Form
	· Experience of briefing colleagues both in writing and verbally ahead of media interviews
	Application Form

	· Strong writing skills and a demonstrable ability to transpose complex issues into consumer-friendly language 
	Application Form
	· A clear commitment to and passion for shaping and responding to the news agenda and using their own initiative to come up with creative ideas.
	Interview
	· Self-motivated, flexible and proactive attitude 
	Interview
	· An interest in the subject matters within this sector 
	Interview
	· High standards of English and attention to detail 
	Interview
	· Able to collaborate effectively with a broad range of stakeholders, building and maintaining strong and reliable connections 
	Interview
	· Good organisational skills including the ability to manage and reconcile competing priorities. 
	Interview
	· Able to draft compelling, concise and clear media materials to tight deadlines 
	Interview
	· Experience of crisis communications
	Interview



Organisational chart

	

Head of Strategic Communications and Media


Media Manager


Press Officer


Junior Press Officer


Media Manager 


Press Officer (vacant role)


Junior Press Officer
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