Information on the PR Officer role for 
Plant Heritage (NCCPG)
About the application/interview process:

Thank you for your interest in this role.  In order for your application to be considered, please complete an application form; a CV can be included in addition to the fully completed form if you wish.  Application forms without a comprehensive response to the Other Information section, highlighting your suitability in relation to the person specification, will not be considered. If you complete the form electronically, please make sure that we receive an original, signed copy.
If you would like an informal chat about the role before making an application, please contact Genevieve Melbourne Webb, Executive Officer, on 01483 447540. 

The application deadline for receipt of forms is midday Wednesday 15 February 2012; the interviews are scheduled for Wednesday 22 February at our offices at Loseley Park in Surrey.  The interview will involve a short presentation and a prepared press release.  Access by public transport is limited, nearest train stations are Guildford/Farncombe.
Please send the application form to Genevieve Melbourne Webb, Executive Officer, Plant Heritage, 12 Home Farm, Loseley Park, Guildford GU3 1HS.

About the role
The role of PR Officer seeks to ensure the effective, consistent and proactive internal and external communications of the charity through the press and national website, including a new partnership with Hozelock.  It is a part time role of 15 hours per week and the actual hours/days of working can be negotiated – for example, spread out over three days 9.30 – 3.30.  The working week should however include a Tuesday.
The new postholder would be expected to start as soon as possible.
About the Organisation
Plant Heritage is a registered charity with a mission to conserve, document, promote and make available Britain and Ireland’s rich biodiversity of garden plants for the benefit of everyone through horticulture, education and science.

The core activity of Plant Heritage is the administration of the National Plant Collections Scheme, which was conceived to conserve the nation’s cultivated plant heritage. To see the full scope of the 650+ collections, visit www.plantheritage.com
The organisation is largely staffed by volunteers but has 8 staff at Loseley Park. There are approximately 4000 members, organised into 35+Area Groups. The Area Groups support the work of the National Office, as well as being involved in the national committees whose roles are to move the Charity’s agenda forward.
Plant Heritage (NCCPG) 

Job Description:

PR Officer
Responsible to:

Executive Officer
Purpose of Role: 
Working with the Fundraising Officer, promote and raise the profile of Plant Heritage and its work.
Public relations and public affairs
Media

· Maintain active contact with journalists across all media channels (web, TV, radio and print), suggesting features, writing articles where necessary and servicing their needs for research and pictures. 
· Seek out inspiring stories about Plant Heritage.  Research and develop these stories and sell in to the most appropriate media outlets.

· Generate material for Hampton Court Palace Flower Show, attend Press Day  and relevant media events such as Garden Media Press.
· Write all necessary press releases, articles, items for newsletters, Plant Heritage Journal, source images as required..

· Deal with media enquiries.

· Act as a credible spokesperson for Plant Heritage in all media aspects.
Sponsors

· Help sponsors to gain the best possible publicity as part of their relationship with Plant Heritage; write information about Plant Heritage for donors’ publications. 
· Equip the Fund Raising Officer with the latest information and press coverage information to help attract donors.
Internal communications
Volunteers 
· Actively seek out material from Collection holders in a timely manner, in advance of the relevant growing seasons, to ensure a continuous outward flow of information relating to the charity and its purpose. 
· Keep Board of Directors and Area Group Council members informed of communication objectives and obtain their assistance in promoting internal messages 
· Maintain contact with, motivate and encourage a nationwide network of local group press officers. Assist with their publicity when required.
Website

· Source and edit web content for the website, Facebook, blog and other social media as appropriate. 

· Assist in compiling e-bulletins and internal newsletter. 
· Provide help and advice to Group web officers in maintaining their web pages.
Journal

· Contribute to the development of the Journal and its messages. 

Administration
· Maintain the media contact list.
· Gather in and maintain physical press cuttings from magazines. 
· Prepare reports for management meetings to inform on progress.
Plant Heritage (NCCPG)
Person Specification

Job Title: PR Officer
	
	Essential
	Desirable

	Education and Qualifications
	BA degree in Public Relations or a CIPR Diploma or equivalent
	

	Knowledge
	Interest in plants 
Ability to draft written communications including press releases
	Broad knowledge of horticulture

Understanding of issues surrounding conservation

Knowledge of taxonomy

	Experience
	Dealing with media 
Working in an office environment

Ability to juggle a wide range of different assignments at the same time, to react quickly, to meet deadlines, to organise a busy workload and to prioritise tasks.
	Working with volunteers



	Key Skills
	Ability to write website copy 
Excellent written and verbal communication skills 
Ability to work under own initiative

Well developed interpersonal skills with ability to communicate to a wider range of internal and external stakeholders
Basic knowledge of how to use IT systems into MS Office and databases
Full Driving licence 
	Oversee website (html not needed)

	Personal Attributes
	Confident communicator
Proactive leader
Flexible

Organised
	


The position is a part time position, 15 hours a week with 30 minutes for lunch, days/hours to be discussed (but should include Tuesday). 
There are 11.2 days paid holiday per annum which includes bank holidays (pro-rata on 28 days). The post will on occasion involve travel to meetings (usually London based). A full driving licence and own transport is essential.
Salary: approximately £8,000 (pro rata £20,000)
Plant Heritage is based at 12 Home Farm, Loseley Park, near Guildford in Surrey. 

Plant Heritage is an equal opportunities employer and is committed to supporting its staff with all necessary training opportunities.  Application deadline: midday 15 February 2012.
