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PR & Communications Apprentice
Job Description Template
Other possible job titles:
· Campaign Assistant

· Communications Assistant
· Internal Communications Assistant
· Junior Account Executive

· Junior Press Officer

· Junior Publicist

· Public Relations Assistant

· Public Affairs Assistant

Brief overview of the role
In 350 characters (with spaces), give an outline of the apprentice’s responsibilities, where they will fall within the company, and expectations with regards skills and interests.

E.g. This is a fantastic opportunity to work across a number of sport, leisure, and travel brands. The role will include drafting communications for release, social media and liaising with journalists. It would suit a self-starter with strong communication skills who loves the media, understands cultural trends, and can demonstrate a creative flair.
About your company
Please write a couple of paragraphs on what sort of a place your organisation is, as well as how the PR & Comms team fits in or what client work you are involved in. This is a good opportunity to sell your organisation to attract the right candidate, so don’t forget to add any awards!
E.g. X Communications is a hungry and ambitious, fast-growing brand agency with an enviable and growing client portfolio including (…), to name a few. We build reputations that help drive positive change, and the team is passionate, creative and loves what they do. We work with clients who inspire and challenge us and vice versa, and our work is as diverse as our client list, encompassing reputation management, stakeholder relations, and crisis communications. We don’t do templates, mailouts, or off-the-peg PR – everything is bespoke to our client’s needs, so the environment is dynamic, creative and flexible. The agency, its people and client campaigns have won many prestigious awards, including (…). Our environment is fast-paced, we’re growing quickly, and we get excited to welcome new recruits. Our working culture is centred around the idea that everyone, no matter what their level, has a valuable perspective to bring. It’s an exciting time to join… we’ve just taken on some lovely new clients and are shaping and growing the team accordingly. We also work on large brand collaborations with our team of like-minded partners and friends, across digital, social and events.

Vacancy Description

This section of the job description describes the activities that the apprentice will be required to complete as a PR & Communications Apprentice. Please let us know what you are looking for in a candidate and what the role entails. Think about where you envision the apprentice making an impact in the business. Remember, we are looking to attract the right candidate. If there are any other activities not listed that will be part of your apprentice’s role, please add them below. 
E.g. This apprentice role at X Communications will best suit somebody who wants to be challenged and learn from a small, senior and specialist team. We’re looking for an apprentice who want to get stuck in from day one and really make a difference to their teams. The role will best suit someone who wants to fast-track their career in communications and hit the ground running. It’s a fast-paced environment where you’ll learn quickly and be supported every step of the way. 
PR activities 

The PR Apprentice will be required to undertake (but not be restricted to) the following occupational duties as part of their role.
The duties below are directly from the most up-to-date PR & Communications Assistant standard.
· Develop written and non-written content and schedule this content for publication/distribution according to the public relations and communications or campaign plan.

· Contribute to the creation of campaigns or new business proposals planning and their implementation.

· Research, analyse and monitor stakeholders to inform engagement strategies.

· Monitor media to keep up to date with current affairs and build knowledge of the journalist and media landscape.

· Research, analyse and evaluate campaigns against key performance indicators (KPIs) to prepare future campaigns.
· Share content with relevant stakeholders and media, to inform and influence audiences to maintain positive relationships.
· Undertake reputation assessment and formulate responses to support stakeholders with the planning and implementation of reputation management and/or crisis strategies.
· Support the Public Relations and Communications’ team with routine administrative, logistical, and time-sensitive tasks.
· Support the planning and delivery of ad hoc engagement activities such as events.
· Contribute to team development through sharing relevant knowledge and skills when required.
· Organise and coordinate stakeholder meetings.
· Contribute to the organisational objectives and key performance indicators to support communication activities which drive and improve performance and sustainability goals.
Expectations:
· Time management: Planning, organising and prioritising your workload to ensure deadlines and objectives for both work activities and apprenticeship training are met. Ensuring email/online diaries are kept up to date.
· Career development: Taking responsibility for personal learning and professional development.
· Professional relationships: Developing professional relationships with colleagues, stakeholders and teams. Ensuring supervisors and coaches are aware of work-in-progress and any issues. 
· Networking: Building a professional network of other PR professionals.
· The apprentice must always follow company and training provider procedures.
Apprenticeship training overview 

· You will develop a wide understanding of Public Relations and the impact it has on businesses

· As a Public Relations and Communications Apprentice, you will follow a Level 4 Public Relations Assistant apprenticeship standard, with a PRCA Qualification.
· This will involve “on the job” training, virtual visits from an Apprenticeship Coach, an internal line manager to provide ongoing guidance, online learning, and creating a portfolio of evidence.
· Attendance to 50+ high-quality PRCA industry-training courses.
· Functional Skills in maths and English if required.
· The apprentice will be working towards an End-Point Assessment (EPA) which will determine if he/she has the knowledge, skills, and behaviours listed in the PR & Communications Assistant Standard.
· PRCA is the training provider for this apprenticeship, as well as the largest membership and industry body for the PR & Communications industry.

Desired skills and personal qualities
Please add any ‘must haves’ that you feel are essential or desirable in a candidate e.g. interest in a certain sector, certain digital skills (Photoshop etc).
· Communication skills

· IT skills
· Attention to detail

· Organisation skills

· Problem-solving skills

· Analytical skills

· Team working

· Creative
· Initiative

· Genuine interest in PR
· A proactive ‘self-starter’
· Interest in current affairs
· Social media

· Motivated and committed
· Flexible and willing to learn
· Strong interest in the media
Educational background
Required: 

· GCSE Grades 9-4 (A*- C) or equivalent in English Language and/or Literature 
Desired:

· GCSE Grades 9-4 (A*- C) or equivalent in Maths 
· A Level or equivalent in English, Creative subjects, and/or Humanities subjects (Grade 4 (C) and above)

Future prospects
The potential career path of a successful applicant will form part of discussions during the apprenticeship - future employment opportunities within X Communications may be available on completion.
Typical job titles include:

· Campaign assistant 
· Communications assistant 
· Internal communications assistant 
· Junior account executive 
· Junior press officer 
· Junior publicist 
· Public affairs assistant 
· Public relations assistant
Things to consider

You may be required to work flexible hours to meet the needs of clients.
Benefits offered:
Simply omit or add as necessary.

· Free PRCA Membership
· 28 days annual leave (Apprentices are entitled to the same annual leave allowance as other employees.)
· Flexible Schedule

· Work from Home

· Discounted or Free Food

· On-site Parking

· Profit Sharing

· Company Car

· Life Insurance

· Casual Dress

· Company Events

· Private Medical Insurance

· Private Dental Insurance

· Free or Subsidised Travel

· Wellness Programmes

· Gym Membership

· Childcare

· Company Pension

· Unlimited Paid Holidays

· Employee Discount

· Store Discounts

PLEASE ENSURE YOU COMPLETE THE TABLE BELOW
	Working week details (incl. hours)
	(e.g. Monday-Friday 9:00-17:30, 37.5 hours)

	Wage
	(see guidelines below)

	Company Name
	

	Address
	

	Telephone Number
	

	Main Contact Name
	

	Main Contact Email
	

	Number of positions available
	


Weekly Wage:
Guidelines: The below is based on 37.5 hours per week and 52 working weeks. We advise paying the maximum amount that you can. Higher wages attract a greater number of high calibre candidates.
	Type
	Age
	Per Hour
	Per Week
	Per Annum

	National Minimum Wage
	Under 18
	£6.40
	£240
	£12,480

	
	18-20
	£8.60
	£322.50
	£16,770

	
	21 and over
	£11.44
	£429
	£22,308

	National Living Wage
	All
	£11.44
	£429
	£22,308

	London Living Wage
	All
	£13.15
	£493.125
	£25,642.50

	Apprentice 

Minimum Wage
	Under 19 & above 18 in their 1st year
	£6.40
	£240
	£12,480
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