
 
 
 

 
 

 

 
 

 

 
 

 
JOB DESCRIPTION 

 
Job Title 
 

Public Relations Manager  

Reporting to: 
 

Senior Public Relations Manager  

Department/Team 
 

Communications Department  
  

Location 
 

1 Westfield Avenue, Stratford, London E20 1HZ 

Hours 
 

35 hours per week with the requirement to work outside core hours 
and be part of an on-call rota 

Salary Band/Grade 
 

Level 4: circa £36,000 per annum 

Duration 
 

Permanent  

Disclosure level 
 

Basic 

 
 
Position in the organisation  
 
The PR Manager sits in the Public Relations sub-team of the Media Relations team and works 
alongside a PR Officer and reports into the Senior PR Manager. The Media team is part of the 
broader Communications Department, comprising of sections covering Brand, International 
Programmes, Ambassador Relations and Media Relations.  
 
Purpose of Post   
 
The PR Manager is specifically responsible for delivering Unicef UK’s communications and 
media work for public campaigning and public fundraising. This role manages relationships 
across UK media and contributes to internal strategic thinking about how to maximise our 
campaigns and fundraising including how to integrate these audiences wherever possible.  The 
post holder will also work alongside others to deliver effective, ambitious and well-messaged 
traditional and digital media coverage to promote our high profile communications projects such 
as Soccer Aid for Unicef, World Children’s Day, fundraising gala events and high-profile 
supporter fronted media campaigns. 

 
 
 
 
 
 



 

 

Responsibilities 
 
Delivery of media and communications work within fundraising and campaigning: 
 

 Contribute to delivering an ambitious and creative strategy for Unicef UK’s Media and 
Communications output around our public campaigning and public fundraising projects, 
working with a diverse range of teams to encourage the UK public to take action in support 
of our work.  

 

 Lead media and communications output on a wide range of public campaigning and public 
fundraising initiatives, as directed by your manager.  

 

 Work with colleagues to deliver meaningful, well-messaged media coverage with Unicef UK 
Ambassadors in the UK media, specifically in consumer media work, identifying 
opportunities for high profile individuals to travel to the field or work with Unicef UK to 
fundraise and campaign for children.  

 

 Act as a main media contact for key fundraising teams and their external partners, working 
together with them to promote innovation amongst relevant trade press. 

 
 
Relationship management: 
 

 Develop and manage relationships with key UK media, specifically consumer print and 
broadcast media, digital media and bloggers. 

 

 Build effective relations with key internal stakeholder teams including Ambassador Relations, 
Brand, Direct Marketing, Campaigns, Digital and Public Fundraising teams. 

 

 Manage other high level communications relationships including working with Unicef UK 
ambassadors and high profile supporters to generate media coverage, working with 
ambassador publicists where necessary. 

 

 Liaise with communication colleagues in Unicef Headquarters and field offices over Unicef 
activities and programmes of interest to UK press, in conjunction with the Senior PR 
Manager and others. 

 

 Liaise with external organisations and agencies as needed. 
 

 Work closely and collaboratively with colleagues at all levels across Unicef UK, representing 
the wider Communications team effectively. 

 
Line management of PR Officer  
 

 Line manage PR Officer ensuring high levels of performance, personal development and 
staff wellbeing in keeping with Unicef UK’s vision and values. 

 
General responsibilities as a PR Manager in the Media team: 
 

 Effectively plan and implement ambitious media strategies, including effectively devising 
success criteria based on analytics available, delivering the media strategy to meet the 
agreed targets and evaluating the coverage in a timely manner. 
 

 Lead on planning and delivery of field trips with UK media and/or Unicef UK Ambassadors 
(must be able to travel occasionally at short notice). 



 

 

 

 Write and issue excellent written materials and seek sign off of all materials as per the team 
processes. This includes writing press releases, features, opinion pieces, letters to editor, 
blogs, case studies, tweets etc. 

 Ensure that digital communications and social media are fully integrated into the strategic 
planning and operational activity of all media and communications strategies and that you 
are across latest digital developments, especially when they affect media work or journalist 
ways of working.  

 

 Work alongside the News and Emergencies media colleagues to deliver media coverage 
around breaking emergencies, specifically focusing on generating innovative public 
fundraising/campaigning/corporate partnerships media stories that can support Emergency 
work. 

 

 Work closely with other communications colleagues to ensure that the Unicef brand is 
promoted and safeguarded through all our external media work. 

 

 Brief Unicef spokespeople ahead of interviews.   
 

 Take part in the media team on-call rota which will require out of hours proactive and 
reactive work.  

 

 Take responsibility for dealing with unanticipated media queries and initiatives as 
appropriate and participate in the Media Office’s process for monitoring media, identifying 
opportunities to use the news agenda to raise awareness of Unicef and its work, and 
following through on such opportunities as appropriate. 

 

 Ensure all media activity is planned, monitored and evaluated according to UUK media team 
processes and contribute to discussions to improve these processes, in conjunction with the 
Senior PR Manager, Head of Media Relations and others (Digital Team/Ambassador Team). 

 

 Lead or support media work on other issues or programme areas as determined by the 
Senior PR Manager or Head of Media Relations. 

 

 Deputise where agreed for the Senior PR Manager. 
 

 
 
 

 
 
 
 

 
 
 
 



 

 

PERSON SPECIFICATION 
 
This section details the skills, behaviours and experience required for the role.  All criteria in the 
Person Specification are essential. 
 

Effective Behaviours  
 

Criteria 1: 
Decision-making 

Sensitively decisive, takes time to consult with relevant 
stakeholders before making and communicating clear 
decisions and the reasons for them. 
 

Criteria 2: 
Positive relationships 
 

Nurtures professional relationships with colleagues at all 
levels and with external contacts and partners to support the 
achievement of objectives. 
 

Criteria 3: 
Efficiency and Effectiveness 

Manages conflicting priorities to ensure that objectives are 
achieved and deadlines met. Anticipates risks and puts plans 
in place to minimise their impact. Takes a solution focused 
approach to problem solving to succeed in difficult 
circumstances. 
 

Criteria 4: Communication 
and Influence  
 

Presents complex ideas (orally and in writing) in a compelling 
way; shows an insight into the person they are seeking to 
influence and tailors information accordingly; speaks with 
sensitivity on difficult issues 
 

 

Relevant Experience 
 

Criteria 5: Extensive experience of acting as the lead contact for consumer journalists and key 

internal stakeholders with knowledge of the UK media. 

 

Criteria 6: Proven experience of developing, implementing and evaluating high profile media 

strategies and securing effective coverage within key mass media titles. 

 

Criteria 7: Proven experience in managing staff in a media relations office or media outlet 

 
 

Specific Knowledge 
 
Criteria 8: An excellent, up to date knowledge of recent and ongoing humanitarian situations, 
international development issues and children’s rights. 
 

Criteria 9: The UK media, including journalists across print, broadcast and online media. 
 

 


