Job description

Job Title:

Press officer (Mayor’s Press Office)

Grade:


7

Directorate:

External Affairs

Job purpose

1 Contribute to the development and implementation of the Mayor’s and GLA’s media strategy using appropriate political awareness and sensitivity.

2 Use effective proactive skills to communicate the Mayor’s decisions, policies and strategies to print, broadcast and online media organisations.

3 Respond to media inquiries quickly and efficiently to sustain positive coverage of the Mayor’s activities.

4 Support and deputise for senior press officers in all appropriate situations.

Principal accountabilities

1 Use political awareness and communications skills to develop and implement a wide range of media strategies covering specialist areas of the Mayor’s decisions, policies and strategies.

2 Be proactive in generating news coverage, including writing press releases and articles as well as providing briefings for the media.

3 Respond to media inquiries effectively and accurately ensuring that responses meet the agreed line.

4 Contribute to the development and maintenance of a media grid to underpin the work of the press office.

5 Act as effective and committed part of the rota providing 24-hour, seven-day cover within the press office.

6 Contribute to the GLA’s digital channels and its website, in particular its media centre.

7 Work closely with the Mayor’s advisors on the communication of, and responses to, the Mayor’s policies and strategies.

8 Work closely with appropriate functional bodies on effective joint presentation of the Mayor’s decisions, strategies and policies.

9 Work with appropriate stakeholder organisations, including government departments, to communicate the Mayor’s policies and strategies.

10 Escort the Mayor to appropriate external engagements and ensure effective media management. This may involve out-of-hours working.

11 Contribute to the monitoring of news relevant to the Mayor and the GLA and to provide rebuttal or amplification where necessary.

12 Work with other GLA staff and resources in accordance with the authority’s policies, and its code of ethics and standards.

13 Understand the benefits of London’s diversity by promoting and enabling equality of opportunities and promoting the diverse needs and aspirations of London’s communities.

Key relationships

Accountable to:

Senior Press Officer & Head of Media
Accountable for:

Resources allocated to the job.

Principal contacts:
Head of Media, press officers, Mayoral Directors, the Mayor, media, senior GLA managers, External Relations, and external organisations.

Person specification

1.Technical requirements/experience

· Verbal and written skills appropriate to communicate clearly and effectively with a wide range of media, staff and managers.

· Ability to use a wide range of information and communication technology systems.

· Knowledge and understanding of the media and particularly its reporting of London issues.

· Experience of working in a busy press office or as a qualified journalist.

· Understanding of the GLA’s commitment to equality and diversity.

2. Competencies

BUILDING AND MANAGING RELATIONSHIPS

… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

LEVEL 2 indicators of effective performance

· Develops new professional relationships 

· Understands the needs of others, the constraints they face and the levers to their engagement

· Understands differences, anticipates areas of conflict and takes action

· Fosters an environment where others feel respected

· Identifies opportunities for joint working to minimise duplication and deliver shared 

STAKEHOLDER FOCUS 

… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’ expectations.  

LEVEL 2 indicators of effective performance

· Seeks to understand requirements, gathering extra information when needs are not clear 

· Presents the GLA positively by interacting effectively with stakeholders

· Delivers a timely and accurate service 

· Understands the differing needs of stakeholders and adapts own service accordingly√ Seeks and uses feedback from a variety of sources to improve the GLA’s service to Londoners.

COMMUNICATING AND INFLUENCING

… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

LEVEL 2 indicators of effective performance
· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

· Persuades others, using evidence based knowledge, modifying approach to deliver message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally

DECISION MAKING

… is forming sound, evidence-based judgements, making choices, assessing risks to delivery, and taking accountability for results.

LEVEL 2 indicators of effective performance
· Takes decisions as necessary on the basis of the information available 

· Makes decisions without unnecessarily referring to others

· Involves and consults internal and external stakeholders early in decisions that impact them 

· Identifies potential barriers to decision-making and initiates action to move a situation forward

· Demonstrates awareness of the GLA’s decision-making processes and how to use them

PLANNING AND ORGANISING

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time and to a high standard.

LEVEL 2 indicators of effective performance

· Prioritises work in line with key team or project deliverables

· Makes contingency plans to account for changing work priorities, deadlines and milestones

· Identifies and consults with sponsors or stakeholders in planning work

· Pays close attention to detail, ensuring team’s work is delivered to a high standard Negotiates realistic timescales for work delivery, ensuring team deliverables can be met.

RESPONDING TO PRESSURE AND CHANGE

… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

LEVEL 2 indicators of effective performance
· Maintains a focus on key priorities and deliverables, staying resilient in the face of pressure

· Anticipates and adapts flexibly to changing requirements 

· Uses challenges as an opportunity to learn and improve 

· Participates fully and encourages others to engage in change initiatives

· Manages team’s well-being, supporting them to cope with pressure and change 

