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	Job Description:  
	PR Officer
	Grade E12

	Responsible To:
	· Communications and Marketing Manager

	Liaise With:

	· All departments as required

· All other staff and volunteers

· Representatives from the media
· Visitors and supporters
· External suppliers

	Context & Scope: 

Bransby Horses was founded in 1968 by Peter Hunt, his lifelong passion for horse welfare continues as the charity works hard to be flexible in its approach to meet the growing demands on horse welfare charities.  

We continue to rely entirely on voluntary income which is derived predominantly from long term relationships with our supporters.   The way in which we communicate with our existing and potential supporters, and the image that we portray to the public, is of paramount importance so that they continue to trust, believe in and understand not only the work that we do to help horses, but the educational and public benefit work that we do.   Good quality, targeted PR, consistent with our culture and brand, is an essential part of getting this message across. 

	Main Purpose of the Job:

This role is responsible for the charity’s PR opportunities, as well as developing and executing an ongoing media strategy to meet the ambitious goals and targets of our organisation, reporting to the Communications and Marketing Manager.

The PR Officer will lead all PR activities to ensure the delivery of our marketing and communication strategies, manage the charity’s PR profile, increase brand awareness, support the Marketing Team, and enhance the company’s public image by delivering influential campaigns, communications and being the point of contact for all local and national press/media enquiries.  



	Summary of Main Duties:
Media Relations
· Develop and implement a proactive, creative and effective media relations programme, to support specific aspects of Bransby Horses’ work and raise awareness and understanding of equine welfare amongst key audiences.

· Be the main point of contact in all press and media work, both locally and nationally.

· Manage and coordinate all onsite press/media visits, virtual and radio interviews, ensuring that all departments are aware and engaged with the visit/interview and its purpose.

· Create and take responsibility for the content and distribution of information and assets for all media visits.

· Develop engaging content to maximise the impact of media activity and coverage, and develop incisive and timely media reactions to breaking developments or news stories. 

· Manage and deliver internal media training, external interviews, briefings, photo calls, press conferences, PR related photography and filming.

· To build, develop and maintain media relations (local and national) and create an ongoing, up-to-date, relevant media database of key media contacts in both general and equine related publications.

· Work with the Communications and Marketing Manager and senior management to develop our Crisis Communications plans, keeping all relevant documentation up-to-date, deliver regular refresher and new staff training.

Stories and Releases
· Working with the Communications and Marketing Manager, develop the PR and communications calendar.

· Copywriting, proofreading and providing a communications framework for internal stakeholders to ensure one brand voice.

· Proactively source and identify the most appropriate stories and relevant channels for media releases, articles, case studies and papers to meet annually agreed marketing and communications objectives.
· Prepare and distribute high quality press releases and additional communications to meet the agreed schedule.
· Source success stories or cases of interest in liaison with External and Internal Welfare and use these to raise awareness of the charity’s work and increase knowledge of equine and animal welfare with relevant publications.
· Produce briefing sheets for the Senior Leadership Team and other internal stakeholders to ensure internal communication and consistent messages. 
· React to ad-hoc PR opportunities or damage limitation requirements flexibly and appropriately, making a good business case for additional funding if required. 

Other Communications duties
· Contribute to high team standards, spotting opportunities to secure coverage, brokering partnerships, building a strong network of media contacts and case studies, and evaluating the success of your work to inform wider team learning. 

· Monitor and evaluate PR activity, preparing regular updates/reports in respect of PR and communications activity for monthly and quarterly reports, and the Senior Leadership Team.

· Maintain the News & Events section of the website, publishing press releases, charity news and updates in the right tone and language for our web audience.

· Lead and deliver the internal and corporate communications strategy, adhering to best practice, working with the HR Team to continue to build upon and source new ideas to ensure the stakeholders across the charity are informed, engaged and motivated.

· Develop great relationships and maintain regular contact with stakeholders across the charity and external contacts with journalists, counterparts at equine organisations and agencies to ensure PR opportunities are maximized and responded to in a timely manner.
· Work with the Marketing Officer to develop an annual Conferences and Events plan. Help to identify new opportunities to promote Bransby Horses at relevant conferences and keep abreast of upcoming conferences, ensuring that relevant staff across departments are informed.

· To research, propose and support ideas and campaigns for the annual marketing and communications strategy to generate and maintain awareness, in an engaging, emotive and interesting way. 

· To participate in the Social Media rota as required.

· Assist the team with content for our social media streams and website in line with best practice, the charity’s objectives and the overall marketing strategy.
· Support the marketing team ad hoc when necessary.
· To undertake any other communications projects as deemed appropriate by the Communications and Marketing Manager.

General duties applicable to all staff

· To promote Bransby Horses and its work to all visitors and members of the public and ensure an efficient service in line with the Bransby Behaviours.
· Deal with confidential and sensitive information appropriately following Data Protection and GDPR procedures at all times.

· Read, understand and observe the requirements of Health and Safety Policy and Procedure at all time.  

· Develop relationships with other departments as required and work together for the benefit of the charity.

This is not an exhaustive list of all of the duties that may need to be undertaken.  It may be necessary to undertake other duties in order to fulfil the objectives of the charity.


	Person Specification
	Requirements

	Education & Qualifications
	· Likely to be educated to degree level in a relevant subject

· Evidence of further study and/or additional qualifications in PR, Communications or Journalism

	Experience 
	· Experience in a marketing or communication / PR role 

· Experience in producing and developing internal and external communications materials 

· Experience of content management and social media communications 

· Experienced in writing, distributing and measuring the effectiveness of press releases 

· Experience of media events to a wide variety of audiences 

· Experience of dealing with the media, both local and national 

	Knowledge and Skills
	· Able to work effectively to time critical deadlines and prioritise tasks 

· Able to understand the importance of working closely with management teams across the Charity and of meeting their PR needs appropriately. 

· Excellent written and verbal communication skills with a high level of accuracy, attention to detail and the ability to write persuasively and to pitch content at the right level for the target audience 

· Comprehensive IT skills

· Knowledge of the charity sector and the legislative requirements relating to marketing is ideal

· Knowledge of equine related matters is ideal

	Personal Qualities & Expectations
	· Be self-motivated and work well independently, with minimal supervision

· Demonstrates an excellent track record for building strong professional relationships and credibility across all levels of the organisation
· Be a good team player
· Be able to work flexibly under pressure, with the ability to adapt to changing priorities

· The ability to form and maintain strong relationships 

· Able to promote a professional image of the charity at all times

	Other
	· Ability to work flexible hours including weekends, evenings and Bank Holidays as required 
· Able to travel across site(s)



