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PERSON SPECIFICATION

	Post:
	ASSISTANT MEDIA OFFICER

	Job Family/
Grade/Level:
	BUSINESS SUPPORT – BS2B – GRADE 5


GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	· Assist in the planning and execution of Media Relations for Glasgow Life projects and events.

· Provide Media Relations support as required and assist in the management of all elements of pro-active media campaigns. 

· Working to strict timescales and have the ability to work across a number of projects simultaneously.

· Develop strong relationships with external and internal stakeholders.
· Ensure all work is concluded to the required standards and timescales.


	· 
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PERSON SPECIFICATION
	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Public Relations/Newsroom Experience
	Membership of appropriate professional body or equivalent/Professional qualification
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills,  Knowledge & Competencies
	Excellent communication skills

Strong organisational skills

Project planning and delivery skills

Evidence of customer focus, demonstrating delivery of effective customer services

Effective time management skills
	
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Interview


     

	Other
	Commitment to personal development

	
	 FORMCHECKBOX 
 Interview

     


