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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:
           Media and Content Officer
    
SALARY: 
           £30,776 - £34,452    

LOCATION:
           Inverness
This post is suitable for a home-working* request to be made. Any home-working arrangements would be agreed by the post’s line manager and the administrative base would be classed as Inverness for the purposes of expenses and travel claims. 

*High Life Highland home-workers must have a permanent residence in The Highland Council area or live within a 90 minute commute from the designated workplace.
RESPONSIBLE TO:
Director of Corporate Services    
JOB PURPOSE:        Support the MPRC Team in delivering the charity’s MPRC strategy delivering quality content to showcase the work of the charity and encourage online and offline engagement with the HLH customer base and stakeholders.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To devise and implement a media communications plan for High Life Highland that ensures effective, productive and positive relations with national and local media;

2. To act as the key spokesperson for High Life Highland with the media, creating content, writing and distributing press releases to local, regional and national media to secure media coverage for High Life Highland, organising press conferences and briefings and responding to ad hoc requests as required;

3. To work in collaboration with the Public Relations and Communications Teams of national and local partner agencies to ensure effective co-ordination of communication with national and local media;

4. To identify opportunities to promote High Life Highland as a consequence of developing proactive links with national and local media;
5. Working closely with MPRC colleagues to plan content and ensure content consistency across channels. 
6. Supporting the creation of compelling content for marketing both online and off-line including support for corporate presentation preparation.
7. Working with services across the charity to identify and develop potential stories and PR opportunities for content across all our communication channels including media and social media, offering support and advice to services to develop their own local opportunities.
8. Providing an effective media relations service by responding to enquiries and providing information as a core member of the MPRC team.
9. Supporting the MPRC team through organising and attending media interviews and photo opportunities as required with High Life Highland’s Chief Executive, Directors, and other spokespeople, providing full pre-interview briefings support and advice as required.
10. Organising collateral and media coverage for major High Life Highland events.
11. Liaising with content champions across High Life Highland to research and identify stories that can transfer from social media and other online channels to mainstream traditional media and actively place stories (locally and nationally) online and in traditional media.

12. Providing crisis management support to colleagues, designing media plans for managing potentially damaging stories, giving advice and contributing to the preparation of press statements as necessary. 
13. Supporting the delivery of internal communications across the organisation. 

14. Working closely with counterparts in other sections of Corporate Services to ensure high standards of service are offered by and from the Directorate. 

Other duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations, it will be necessary to update this job specification from time to time.                                                         Date: March 2023

High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students.
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:
            Media and Content Officer
             
LOCATION:
            Inverness*


RESPONSIBLE TO:
 Director of Corporate Services  

ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:
1. Experience

· Experience of writing press releases and media relations

· Experience of organising, managing media events launches and photo-calls 

· Experience of generating news stories
· Experience of developing positive relationships with journalists
2. 
Education and Qualifications

· Educated to degree level with an emphasis on communications, journalism or digital marketing. 
or 
· Advanced knowledge of communications, journalism or digital marketing acquired through either education, vocational qualification, on or off-the job training or extensive job related experience. 

3. 
Skills / Attributes General

· Excellent written and verbal communication skills including high standard of written English

· Strong attention to detail and the ability to proofread
· Generating ideas, writing and editing engaging content for online, print, digital and social media channels and scripting for visual and audio media.
· Ability to prioritise workload in a fast-moving environment
· Ability to work independently

4. 
Skills/ Abilities specific to the post

· Working knowledge of the media and how to generate interest in news stories
· Knowledge and experience with Adobe suite including Photoshop and / or InDesign (desirable)
· Working knowledge of WordPress CMS preferably multi-site (desirable)
· Working knowledge of online content / admin management systems (desirable)
5. 
Interpersonal and Social Skills

· Knowledge of print, broadcast and online media work

· Flexible to deal with unexpected situations or last-minute changes

· Adaptable, able to write for a range of audiences across multiple digital channels

· Ability to be dynamic, work on their own initiative and as part of a team

