
  
1 | P a g e  

Job Description  

 

Job Title: PR Executive Team: Marketing 

Reports to: Senior Marketing 
Communications Manager Reporting in: None 

 

Role Summary and Job Purpose: 

To work closely with the Senior Marketing Communications Manager to drive and achieve Explore’s PR 
objectives, in accordance with business priorities. 

 

Key Responsibilities: 

• Working with the Senior Marketing Communications Manager, to be responsible for the day-to-day 
implementation of all PR activity for Explore, aligned to the content and campaign calendar 

• To respond to all incoming media enquiries in a timely and informative manner 
• To confidently prepare regular and accurate newsworthy press releases and ‘snippets’ – researching 

facts and information from around the company, checking product availability, prices, dates and 
points of interest – reacting to the latest trends and trading priorities 

• Develop excellent digital media relationships with a view to driving the brand message and positive 
reputation into new media / influencer opportunities 

• Work with PR agencies on any campaigns and media events as and when required  
• To assist and support in times of an issue/crisis. To assist in the drafting of media statements, 

monitoring or dissemination of information. Note this will require being on call out of hours on 
rotation with the PR Executive 

• To build strong relationships with key journalists to ensure opportunities for media coverage are 
maximised 

• To report on Explore’s PR activity to the business, continually seeking the most efficient ways to 
measure and improve on effectiveness  

• To develop and maintain the online press centre and keep it updated on a regular basis, ensuring all 
releases are posted, news items relevant, images fresh etc. 

• To work with the Senior Marketing Communications Manager to manage Explore’s press trip 
programme, ensuring that effective and sizeable features appear in key target media, in accordance 
with business priorities 

• To provide support for the Senior Marketing Communications Manager in organising and hosting 
media events 

• To work with teams throughout the business to gather and distribute relevant information for 
internal PR purposes 

• To be a member of a motivated team and take an active role in engendering a positive, energetic and 
customer-focused working environment 

• To support the Senior Marketing Communications Manager in seeking out brand ambassadors, 
influencers and media partnership opportunities and build relationships with industry partners 

• To support the Senior Marketing Communications Manager in delivering effective marketing activity 
with suitable media partners 
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• Provide some administrative support to the Marketing team, including monitoring the marketing 
group phone and inbox 

• Support with writing and producing content for use across all marketing channels as required, 
including blog posts, direct marketing and landing pages 

 

      Person Specification 

 
Skills and Experience: 

 Essential Desirable 
A strong team player, with a willingness to get ‘stuck in’ and support across 
a wide variety of tasks   

Excellent understanding of the media landscape – both digital and 
traditional   

Competent using website content management systems   

Creative thinker, with the ability to think outside the box and develop 
innovative solutions to problems   

Organised approach to work, with good prioritisation skills   

Proven ability to manage multiple tasks/projects simultaneously and meet 
tight deadlines, and remain calm under pressure   

Proficient using Microsoft Office applications, particularly Word, Excel and 
PowerPoint   

Previous experience in a similar PR role   
Confident and competent in establishing & developing relationships with 
journalists and media partners   
Excellent copy-writing skills. Ability to produce engaging & channel relevant 
copy that is accurate and grammatically correct   

Travel industry experience and/or strong interest in travel   
Excellent attention to detail with a strong desire for accuracy and quality. 
Proven skills in proof-reading and copy editing   
 

Education: Essential Desirable 

Marketing, PR or Media communications qualification or degree   

 
 
 

Explore reserves the right to vary your tasks, duties and responsibilities at any time and from time to 
time according to the needs of the Company’s business. However, you will not be assigned to duties 
or required to perform services which you cannot reasonably perform or which are outside the 
range of your normal skills and experience. There will also be times when you may be asked to 
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transfer, either temporarily or permanently, to an alternative job within the Company. Where this is 
agreed with you, either on a temporary or a permanent basis, it will be confirmed to you in writing.   

 

Date of Description:   2 July 2018 


