


JOB DESCRIPTION

Job Title: 		Communications Executive

Reporting to: 	Communications Manager 

Summary of Main Duties and Responsibilities:

To support the Communications Manager in implementing the global PR and Communications plan.  As well as making a key contribution to the overall PR plan, build and maintain strong relationships with global, national and regional media and agencies to maximise positive coverage of Farrow & Ball products and services.

Represent the company and its brands appropriately to all external sources.

Work to agreed corporate guidelines and ensure these are adhered to across the Company.

Media Relations

1. Research, proactively develop and pursue PR and media relations opportunities about F&B successes, products and initiatives.

1. Maintain up-to-date media lists for global national and regional consumer, trade and historical titles 

1. Research, create and maintain feature schedules for core publications

1. Following the strategic plan, build relationships with home interest and lifestyle magazine editorial departments and journalists working for target industry magazines and newspapers to achieve measurable features and stories

1. In liaison with the Communications Manager project manage press launches and issue press packs and standard releases to all relevant communications channels

1. Assist all key Global press under direction from Communications Manager.

1. Oversee press image library and upkeep of image labelling, providing images to press where necessary


1. Create and co-ordinate press packs for consumer and trade shows and events including showroom openings and ad-hoc events

1. Provide paint and wallpaper to press for photography and features, recording all loans, making follow up calls and ensuring accuracy of editorial credits

1. With support from the rest of the Communications team, ensure and deliver all press office systems and reports on time and to brief.  Ensure optimum day-to-day press support service and sample requests for all key global media contacts

Events

· Organise events including new showroom openings, colour talks, media partnership events and the annual PR agency conference

PR Agencies

1. In conjunction with the Communications Manager, set up and attend regular meetings and conference calls with PR agencies as required and undertake on-going day to day management and support for specific agencies as directed

General

1. Copywriting as briefed including internal publications, monthly consumer e-newsletter, press quotes and press releases

1. Assist the Communications Manager in producing the staff newsletter and marketing communications materials as directed

1. Review and analyse coverage generated and use evaluation results to provide insight for the on-going development of the Communications Plan.

1. Ensure all activities are implemented on time and to budget; preparing timelines and keeping records for budgetary control.

Other 

Be prepared to work as part of a team and assist or carry out other duties during periods of high workload, sickness, holidays and emergencies.



Mandatories
Willingness to travel
At least 2 years PR experience either in-house or agency
Experience of working within home interest and lifestyle sectors
Team player
Excellent writing and communications skills

Desirable
Languages – preferably French and German
Competent use of PowerPoint, excel
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