Job Description

	Job Title
	Senior Press Officer
	Reports to:
	Chief Press Officer

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

	Pay Range


	B3
	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
	Develop joint communication strategies with other Communication Division units to publicise key CPS initiatives and policies.  Ensure the media aspect of the strategy is implemented.
Plan and implement proactive publicity in specific areas of policy and case work.
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, answering journalist’s queries out of hours using lap top, pager and mobile.
Monitor the media for coverage of CPS issues, ensure 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

	Line Management for two Press Officers:

Manage effectively the press desk responsible for specific areas of policy and case work.  Allocate work appropriately and ensure that equality and diversity issues are given proper consideration.
Provide guidance and advice to team members about media handling

Ensure that Press Officers have appropriate opportunities for professional development and encourage them to take advantage of these opportunities

Ensure the new Press Officers receive appropriate induction and training

There may be countersigning responsibility for one administrative support post 


	Financial Authority

	Not Applicable


	Decision Making Authority

	As delegated by line manager and as appropriate to the grade



	Key Contacts

	Internal:

All CPS staff:

HQ Directors

CCPs

Heads of Divisions

Policy Advisors

Other Communication Division 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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