Job Description

	Job Title:
	Press Officer
	Reports to:
	Senior Press Officer

	Department /Division:
	Business Development Directorate/ Communication Division
	Date completed:
	May 2006

	Pay Range:

	B2
	Career Family:
	Communication


	Role Purpose

	To explain and promote the work of the CPS to the public through the media and to provide advice to CPS staff on media and presentational issues. 


	Area of Accountability
	Accountabilities

	Dealing with the Media


	Proactively promote the work of the CPS by researching positive stories and successfully placing them in the media.

Produce and implement media strategies for key policy topics and high profile cases.

Handle media enquiries for specific areas of policy and case work.

Prepare responses, statements and briefings in response to media enquiries.

Negotiate media interviews with CPS staff and manage media events as appropriate.

Take part in the out of hour’s duty rota by answering journalist’s queries out of hours using lap top, pager and mobile.

Monitor the media for coverage of CPS issues, ensuring relevant staff are informed and initiate any appropriate rebuttal action.



	Communication 
	Write press releases and other material such as articles and fact sheets about the Department’s work.

Provide written and oral advice to the Director and other CPS staff on media handling.



	Relationship Management
	Develop and maintain good relationships with key CPS staff.

Liaise as appropriate with communications staff in other government departments and other external organisations.

Support and advice Area Communications Managers/Officers in their media communications work.




	Supervisory Responsibility

	There may be line management responsibility for one Administrative member of staff.


	Financial Authority

	Not applicable


	Decision Making Authority

	Decisions on handling issues and the deployment of lines to take during the course of direct discussions with the media.
In liaison with team management and officials – decisions on communication plans, lines to take and the terms for media interviews.


	Key Contacts

	Internal:

All CPS staff 

HQ Directors

CCPs

Heads of Division

Policy Advisors

Other Communication Divisional staff

Area Communications Managers/Officers

Lawyers and Caseworkers

	External:

Press Officers in other Government and non-Government organisations especially Criminal Justice partners 
Journalists
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