Responsibilities include copywriting, media relations, coordination with AEs on public relations activity, development of strategic public relations plans and budgets, research and execution of plans and programs.

Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title




Public Relations Account Executive

Job grade



Grade 4

Directorate/Department/Section
Executive Office

Reports to



Public Relations Manager

Directly supervises


None

JOB PURPOSE (reason for job existing)

To PR account executives are responsible for communicating key messages to defined target audiences to establish goodwill and understanding between an organisation and its public. This is proactively achieved by generating third party endorsement, often through media relations, including broadcast, print and new media.

PR account executives monitor the publicity that is generated on behalf of their clients, as well as liaising on an everyday basis with the client to update and report on the success of the publicity. 

KEY OUTPUTS (results, deliverables)

· Annual 

PERFORMANCE INDICATORS (how success will be measured)

Level 

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· liaising on an everyday basis with clients and the media, often via telephone and email; 

· relationship building and networking with colleagues, clients and the media; 

· working as part of an account team to develop client proposals and implement the PR activity; 

· preparing regular client reports and attending client meetings to assess the progress of the PR campaign; 

· researching, writing and distributing press releases to targeted media; 

· promoting news stories and features to the media, often via the telephone; 

· collating and analysing media coverage; 

· event management, including press conferences and promotional events; 

· attending and promoting client events to the media; 

· assisting with the production of client publications, such as in-house magazines, which may involve writing, as well as possibly managing the design and distribution of the magazine; 

· commissioning market research; 

· co-ordinating studio or location photography; 

· undertaking research for new business proposals and presenting to potential new clients; 

· managing the PR aspect of a possible crisis situation.

· discussing the products, services and advertising requirements of each particular client; 

· setting up meetings with clients and other agency staff; 

· delegating work to other members of the agency team; 

· briefing media, creative and research staff, and formulating marketing strategies; 

· liaising with, and acting as the link between, the client and advertising agency by maintaining regular contact with both, ensuring that communication flows effectively; 

· overseeing the status of advertising campaigns; 

· negotiating with clients and agency staff about the details of campaigns; 

· presenting campaign plans to clients for approval or modification; 

· meeting deadlines and prioritising tasks; 

· handling budgets and managing campaign costs; 

· writing reports, keeping records and financial details; 

· helping to secure new business; 

· undertaking administrative tasks; 

· handling the profitability of accounts; 

· in some cases, managing administration staff; 

· gaining, maintaining familiarity with and keeping up with changes in the nature of clients' products, business culture and competition; 

· monitoring the effectiveness of campaigns; 

· arranging and chairing meetings.

· With 

