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Dear Applicant,                                June 2013   

 
Press & Communications Officer   
 

Thank you for your interest in this position. Enclosed is the information you will 
require to apply for the post. 

 
To apply, please: 
 

 provide an up-to-date CV that shows your full career history with any 
breaks explained – we recommend that this is no longer than three 

pages;  

 write a supporting statement detailing why you are a good candidate 
for this post – we recommend that this should be a maximum of two 

pages;  

 indicate if you cannot attend the interview date. 

 
Please ensure your full name is on all documents and saved as name/CV 

and name/supporting statement. 
 
Please note that applications will not be considered unless both 

documents are provided. 
 

Applications should be e-mailed to mail@cornerpiecesolutions.co.uk 
 
Applications must be received by midday Thursday 27 June 2013    

 
We look forward to hearing from you. 

 
Yours sincerely, 
 

 
 

Dr Lesley Paterson 
Head of Communications and Engagement 
The Royal Academy of Engineering  

 

mailto:mail@cornerpiecesolutions.co.uk
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About the Royal Academy of Engineering  
 

As the UK’s national academy for engineering, we bring together the most 
successful and talented engineers from across the engineering sectors for a 

shared purpose: to advance and promote excellence in engineering. We provide 
analysis and policy support to promote the UK’s role as a great place from which 
to do business.  

 
We take a lead on engineering education and we invest in the UK’s world class 

research base to underpin innovation. We work to improve public awareness and 
understanding of engineering. We are a national academy with a global outlook 
and use our international partnerships to ensure that the UK benefits from 

international networks, expertise and investment.  
 

This is a particularly busy and exciting time for the Academy. A £6.5m 
refurbishment of the Academy’s building has just been completed and this 
impressive facility will be the centre for engineering in the UK. The Academy 

recently launched the Queen Elizabeth Prize for Engineering, an international £1 
million biennial prize that recognises excellence in engineering around the world. 

 
The Academy’s work programmes are driven by four strategic challenges, each 

of which provides a key contribution to a strong and vibrant engineering sector 
and to the health and wealth of society: 
 

Drive faster and more balanced economic growth  
 

The strategic challenge is to improve the capacity of UK entrepreneurs and 
enterprises to create innovative products and services, increase wealth and 
employment and rebalance the economy in favour of productive industry.  

 
Lead the profession  

 
The strategic challenge is to harness the collective expertise, energy and 
capacity of the engineering profession to enhance the UK’s economic and social 

development.  
 

Foster better education and skills  
 
The strategic challenge is to create a system of engineering education and 

training that satisfies the aspirations of young people while delivering the high 
calibre engineers and technicians that businesses need.  

 
Promote engineering at the heart of society  
 

The strategic challenge is to improve public understanding of engineering, 
increase awareness of how engineering impacts on lives and increase public 

recognition for our most talented engineers. 
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Job Description 
 

 
Position 

 
Press and Communications Officer 

 
 

Purpose The Press and Communications Officer will play a key role in 
promoting the Academy, ensuring that its activities are brought to the 
attention of a variety of different audiences and stakeholders.  

 
 

Accountability Accountable to the Manager, Communications, for the performance of 
all duties. 
 

The Manager, Communications is the supervisor within the meaning 
of the Health and Safety at Work Act. Progress on all tasks will be 

reported to this post holder. 
 
 

Specific 
Responsibilities 

1. Promote the work undertaken by the Academy by raising public 
awareness of its activities and of the role of engineering in 

contributing to the economy, health and well-being and to society. 
 
2. Gain effective publicity for Academy activities (including policy 

work, prizes and awards, research schemes, international 
activities, education, public engagement and events) through the 

development of news stories with Academy staff; production of 
press releases and pitching feature articles. 

 

3. Raise awareness of the Academy through social media channels 
such as Twitter and other online tools within a managed plan. 

 
4. Draft speeches for Academy representatives and write and 

produce communications materials, such as leaflets and 
brochures, that raise awareness of the Academy to particular 
target audiences.  

 
5. Monitor the media profile of the Academy and assemble and 

present media coverage for circulation to Academy Fellows and 
staff. 

 

6. Communicate proactively and reactively with the media and 
maintain effective working links with appropriate representatives 

of national and specialist media; the Science Media Centre; and 
peer organisations such as Engineering UK, the engineering 
institutions and the Royal Society. 

 
7. Contribute to marketing and promoting events for the Academy as 

required.  
 
8. Contribute to the editing of corporate publications. 
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9. Undertake any other press and communications activities as 
reasonably requested by the Manager, Communications or the 

Head of Communications and Engagement.  
 

The post holder will be required to attend occasional evening events. 
 

 
 

Key Results 

 
 

The following key results are expected: 
 

1. A continued growth in the profile and standing of the Academy 
within the national and regional media and the engineering 
profession. 

 
2. The continued development of effective working relationships 

with a wide range of media representatives and other 
organisations. 

 

3. The continued development of effective working relationships 
within the Academy. 

 
 

Experience/ 
skills 

Experience in press and media relations, either with an agency or in-
house for a national organisation or company.   
 

Creative, highly organised with very strong writing and editing skills, 
excellent interpersonal skills, attention to detail and proven ability to 

work under pressure. 
 
A demonstrable interest or background in science or engineering is 

essential.  
 

Computer literacy and ability to work with the minimum of 
supervision are essential. 
 

Educated to degree level in a related discipline 
  

Resources Computer terminal linked to the Academy’s network with Microsoft 
Office.  Meltwater media directory.  Email.  Direct dial telephone. 
Access to the Internet.  Access to all Academy common administrative 

services. 
 

Autonomous 
actions 

The Press and Communications Officer is responsible for the day-to-
day execution of his/her key tasks, keeping the Manager, 
Communications or the Head of Communications and Engagement 

informed as appropriate.  He/she will work alongside other members 
of the Academy’s staff responsible for specific projects.   
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Terms and Conditions of Employment 

(For information purposes only) 
 

Position 
 
Press & Communications Officer  

Full time – 36.25 hours per week  
 

Location 
 
Prince Philip House 

3 Carlton House Terrace 
London  

SW1Y 5 DG 
 
Remuneration  

 
£28,000 per annum  

 
Hours of work  

 
9.15 – 5.30 pm  
 

Flexible working hours  
 

The Academy operates a flexitime system which does not include clocking on 
and off at the beginning and end of each working day; however, timesheets are 
required to be completed. 

 
Provided that the core hours of 10.00am to 4.00pm are worked, flexibility is 

available in respect of the start and finish times. This flexibility is subject to the 
following conditions: 
 

Minimum of 7.25 hours per day must be worked.  Flexible hours must be 
mutually agreed between the employee and the departmental director. Flexible 

hours may be subject to review by the departmental director at any time. 
   
A 30 minutes lunch break is allocated during each day. 

 
Holidays  

 
25 days holiday per annum as well as the normal bank holidays.  This 
entitlement will increase by one day per year of service to a maximum of 30 

working days. 
 

Other 
 
Sick Pay entitlement  

 
Sick pay entitlement is eight weeks full pay followed by 18 weeks at half pay. 
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Pension 
 

Contributory Group Personal Pension Scheme is available to all staff after 
successful completion of the probationary period. The Academy will contribute an 
amount equivalent to 10% of gross salary providing the individual contributes 

3% of gross salary. 
 

Season ticket loan 
 
An interest free loan is available to employees after successful completion of 

probationary period. 
 

Medical insurance 
 
Private medical healthcare (BUPA) is available to all staff after two years’ 

service. 
 

Other health care benefits  
 

Free annual eye tests for all staff after successful completion of the probationary 
period. 
 

A comprehensive range of benefits (dental, optician etc.) under Health Additions 
is available to all staff after two years’ service. 

 
Death in service 
 

Staff who have completed their probationary period are eligible to become 
members of the Group Life Assurance Scheme. In the event of the death of a 

member of staff covered by the scheme, the scheme will pay an amount 
equivalent to four times annual salary to a nominated next of kin.  
 

Childcare vouchers  
 

Operated through Faircare.  Available to all staff after successful completion of 
probationary period. 
 

Ride to work  
 

The opportunity to purchase a bike through a salary sacrifice agreement, saving 
tax and National Insurance on the value of the bike. Available to all staff after 
successful completion of probationary period. 
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KEY DATES 
 

 
 Closing date for completed     

applications     Midday Thursday 27h June 2013    
 

 First interview   Wednesday 3 July 2013   

 
Please note - You will be required to carry out a written test which 

involves writing a press release  
 
       

 


