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JOB TITLE: 	Media and Communications Manager

LOCATION: 		Hybrid – Home plus ad hoc attendance at UKA HQ, Alexander Stadium, Perry     
                                                   Barr, Birmingham 

BUSINESS UNIT: 	CEO / Corporate Communications
	
REPORTS TO:	Head of Communications

DIRECT REPORTS:	None 

BUDGET RESPONSIBILITY:	Consultancy expenditure for relevant programmes and agency

PURPOSE:
· To support the Head of Communications to maintain strong relationships with journalists and other media stakeholders to ensure that the sport and athletes are promoted positively and accurately across platforms.
· To ensure that the best possible service and support for the NGB in areas including GB & NI team support, governance and staging of major events 
· To support internal communications with staff, including staff engagement, meetings and newsletters, and support leaders and managers to deliver effective communications across UKA.
· To provide guidance, management and planning around UKA output across communications channels alongside partner agencies and stakeholders.

KEY RESPONSIBILITIES:
GB & NI teams and World Class Programme
· Manage and coordinate media and communications across Olympic and Paralympic programmes, as well as other GB & NI teams from Track & Field (T&F), Cross Country (XC), Mountain Running, Ultra running and age groups. 
· Lead World Class Programme announcement communications. 
· Internal communication and staff engagement with team performance. 
Major Events & Domestic Competition
· Manage and coordinate media, communications and operations for major spectator events including website content for UKA, British Athletics and London Diamond League sites. To be done in collaboration with Athletic Ventures when required.
· Lead communication for UK Championships across the board – T&F, XC, Road, Mountain Running, Ultra and Road Running. 
General duties
· Manage and coordinate media opportunities with athletes and key staff as well as handling general queries.
· Liaise with agents and other stakeholders on athlete opportunities and appearances 
· Ongoing management of social media and digital agencies involved with UKA channels.
· Coordination with key stakeholders including UK Sport, ParalympicsGB, Team GB, BEAA, UK Coaching, UKAD on variety of awareness weeks/campaigns and governance issues. 
Planning and organisation
· Oversight of media matrix on annual, monthly and weekly basis for planning purposes across UKA. 
· Lead on accreditation processes for international events and major UK events.
· Ensure accurate planning and logistics around events including travel bookings, briefings, staffing and finance throughout the year. 



WORKING RELATIONSHIPS: 
· Head of Communications.
· Executive Management Team and key Board personnel.
· World Class Performance staff.
· UK Athletics staff.
· Individual and groups of athletes, their coaches and representatives.
· Media agencies and journalists.
· Key external stakeholders and sponsors.
· Contractors and external suppliers.

KNOWLEDGE & SKILLS:
Experience: 
·  Proven experience in media management and operations, ideally in a sports arena.
· Experience working in elite sport or sport national governing body is preferred and an interest in athletics and paralympic athletics is essential.
· Editorial experience.
· Good practical experience of website CMS usage.
· Media relations experience, ideally in sports or similar high-profile sector.
· Experience of managing projects involving multiple stakeholders to tight timescales.
· Practical knowledge of using a range of media platforms, including social media, press and written media, virtual and broadcast. 

Specific Skills: 
· Able to build and maintain trusted relationships with internal and external stakeholders. 
· Comfortable working in a fast-paced environment and able to adapt to changing circumstances.
· Strong editorial values.
· Commissioning and accurate management of third party providers and individuals 
· Fully competent and confident with current relevant IT software packages. 
· Strong writing ability.
· Project management. 
Education/Qualifications: 
· Equivalent degree qualification. Related degree desirable.
· Relevant professional CPD including PR, Marketing, Media, Broadcast, Journalism qualifications or consideration will be given to proactivity in volunteering/work placement roles.





















EMPLOYMENT BENEFITS:

	JOB TITLE	
	Media and Communications Manager

	SALARY BAND
	£32,960 - £41,200 per annum

	CONTRACT STATUS
	Permanent

	ANNUAL PAID HOLIDAY
	33 days (includes 8 Statutory Bank Holidays)

	HOURS	
	35 hours per week – A flexible attitude to working hours is required as evening and weekend work will be part of the role.
Whilst this position is primarily home based, regular UK and overseas travel is also required.

	OTHER BENEFITS

	· Membership of Group Personal Pension Plan with company contributions currently equivalent to 5% of annual salary with personal contributions of 3%.
· Free private medical care with option of covering family members. 
· Life Insurance.
· Employee Assistance Programme.

	NOTICE PERIOD
	12 weeks



NB: This job description is not to be regarded as exclusive or exhaustive.  It is intended as an outline indication of the areas of activity you will be required to work and with consultation can be amended in the light of the changing needs of the organisation. 

EQUALITY, DIVERSITY & INCLUSION:

At UK Athletics we pride ourselves on the nation’s favourite Olympic and Paralympic sport with passionate and dedicated athletes and employees. We are committed to creating a diverse and inclusive environment ‘where everyone can see themselves and we see everyone’ therefore our recruitment process welcomes suitably qualified and eligible candidates irrespective of their race, sex, religion or belief, sexual orientation, disability, age and other protected status to reflect the diversity of our sport.  

UK Athletics is proud to be a Disability Confident Leader and will guarantee an interview to any candidate with disability who meets the minimum job criteria, as well as signatories of the Race at Work Charter.
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