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	Job Title:            Press Officer

	Current Job Holder(s):  

	Department:       Corporate Affairs

	Date Created/By:      Kate Tullett    03.9.2019


	DEPARTMENT DESCRIPTION

The Corporate Affairs department focuses on raising MPS's profile, protecting our reputation and demonstrating thought leadership.
The teams within Corporate Affairs include Media Relations, International Stakeholder Engagement, Policy and Public Affairs as well as Corporate and Internal Communications.


	JOB PURPOSE
To work with the Media Relations Manager in handling media relations for the Medical Protection Society and provide media support and advice to members in the UK and in other key markets including Ireland, South Africa and Hong Kong. The Press Officer promotes and defends the reputation of MPS by developing media contacts in the medical trade and national press, handling press enquiries, devising and implementing media campaigns and producing a range of written material - including features, press releases, statements and interview briefings.



	RESOURCES MANAGEMENT

Reports to:  Media Relations Manager



	KEY RESPONSIBILITIES

· Assist members with media handling and press issues, including writing press statements, working with medicolegal experts and lawyers, and monitoring/addressing negative coverage
· Identify newsworthy stories and generate ideas for national, trade and broadcast press in the UK and other key markets such as Ireland, South Africa and Hong Kong.
· Write and distribute press releases and other written material on issues relevant to MPS, to ensure we are acknowledged as experts and a leading voice on medicolegal issues
· Manage reactive press enquiries from national, trade and broadcast reporters in the UK and internationally, and advise senior colleagues on approach
· Develop and manage high impact media campaigns including message development, identifying target media, drafting written material, spokesperson briefings, social media and internal engagement
· Contribute to news monitoring, including developing the daily press coverage bulletin 
· Co-ordinate and facilitate the placement of high-quality articles and features in the medical press; including pitching ideas, writing and reviewing copy
· Contribute to wider team media planning by looking ahead to upcoming policy and health issues and drafting media strategies
· Assist with managing emerging media issues by liaising with other departments, drafting messages, monitoring and updating key people around the organisation
· Provide media advice and support to MPS staff for reactive and proactive work
· Provide press assistance for MPS events and conferences
· Utilise social media to promote MPS’s key messages, monitor content and provide appropriate responses, in line with protocols
· Play a key role in crisis communications ensuring MPS maintains a positive profile in the media
· Establish close working relationships with the medical trade press and national health correspondents
· Organise training for MPS spokespeople and writers

· Manage the reputation of MPS and its members; including monitoring coverage, addressing potentially damaging content and planning ahead to avoid issues
· Be part of an on call rota for out of hours press calls
· Work collaboratively with the public affairs, events, writing, marketing and international teams, to ensure activities are fully integrated across MPS
· Collate and review MPS and competitor press coverage to produce a monthly report on key performance indicators 
· Keep press office systems and processes up to date
· Undertake other duties and tasks that from time to time may be allocated to the jobholder that are appropriate to the job
· Comply with all relevant internal rules, policy and procedures, including those relating to Health and Safety and Data Protection



	MAIN JOB REQUIREMENTS AND PERSON SPECIFICATION
Education/Qualifications/Training:

· It is essential for the applicant to have at least a C grade GCSE in English language
· It is desirable for the applicant to have a degree in a relevant subject, such as Public Relations, Journalism, or English
· It is desirable for the applicant to have undertaken recognised training courses (e.g. on media/public relations, writing, social media).
Specific Experience:

Required
· Proven experience in a busy communications department, preferably within a press office
· Ability to produce high quality press releases and a range of other written material for a variety of audiences 

· Ability to respond quickly to press enquiries and work with internal experts to provide a response within a tight deadline, as well as run proactive campaigns
· Experience in developing and managing high impact, integrated media campaigns – including creating media plans, drafting materials, spokespeople briefings and liaising with press
· Monitoring the news for coverage, relevant breaking issues, opportunities and reputational risks 
· Building and maintaining relationships with a range of journalists

· Ability to edit copy, proof read accurately and provide constructive feedback, often on technical and complex material
· Can demonstrate the securing of trade, national and broadcast coverage
Desired
· Crisis and reputation management communications/planning
· Experience in the healthcare sector
· Experience in media activity for international markets (in addition to UK)
Abilities/Skills/Knowledge:

· Good knowledge of UK print, broadcast and online media
· Ability to learn and transfer skills to other media in key international markets (e.g. Ireland, South East Asia, South Africa).
· Knowledge and confidence in dealing with the media effectively
· Ability to identify a ‘news angle’ and generate ideas
· Knowledge of how to utilise social media to promote messages

· Familiar with MS Windows XP, MS Word, MS Excel and MS Outlook

· Ability to develop an understanding of MPS, complex medicolegal and healthcare issues
· Willing to assist other members of the team, where appropriate
· Ability to develop and maintain good relationships with staff, journalists and other stakeholders

· Positive and enthusiastic approach to the aims of the department and the role itself
· Firm commitment to the aims and values of MPS and genuine desire to promote MPS to a range of audiences



I confirm that this is a true and accurate reflection of this job 
JOBHOLDER  signature:

Print Name: 
Date: 
LINE MANAGER/SUPERVISOR signature:

Print Name: 
Date: 
HEAD OF DEPARTMENT (if different from Line Manager above) signature: 
Print Name; 
Date: 
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