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FROM THE REGIONAL SECRETARY’S OFFICE 
 
Our Ref:  WK/RS/CB/Admin 
9 December 2019  
 
 
To: All Branches 
 All Staff 
 
 
Dear Colleagues 
 
Vacancy:   Press, Media & Campaigns Officer – GMB London Region – 
commencing salary Grade 6A £34,610.16 - £39,563.76  (excluding LW). 
 
A vacancy has arisen in GMB London Region for a Regional Press, Media and 
Campaigns Officer and we are seeking applications from individuals with a 
desire to help us develop the membership, profile and campaign activity of 
the union. 
 
The role will be based in our Regional Office in London however; the 
successful applicant needs to be aware that from time to time they may be 
required to work from any location within GMB London Region, at the 
discretion of the Regional Secretary, in order to meet the needs of the 
region. 
 
A copy of a Job Description for Regional Press, Media and Campaigns 
Officer is attached. 
 
All aspects of the job require the ability to regularly work under the constant 
pressure of a number of conflicting defined deadlines and demands of a 
confidential and sensitive nature whilst being able to cope with 
unanticipated requests, deadlines and fast developing situations in a 
professional and timely manner. 
 
Due to close working with the Regional Secretary and the Regional 
Management Team and Committees, it should also be noted that the hours 
of work for the role are unspecified and will necessarily entail an element of 



unsocial hours, including weekend work.     Periods of working away from 
home will also be required. 

 
Since the backgrounds of suitable candidates can vary enormously, we are 
requesting that interested applicants should not only send a CV, but also an 
additional report (up to 500 words), which should describe what you believe 
is involved in the role, and why you believe you would be successful. 

 
The official application form must also be completed, and can be 
requested by contacting my P.A. Chris Bargery, at: 
chris.bargery@gmb.org.uk or 020 8202 8272. 
 
We offer an excellent salary and benefits package including a final salary 
pension scheme. 
 
The closing date for receipt of completed application forms in Regional 
Office is Friday 17 January 2020. 
 
Interview dates will be advised to applicants in due course. 
 

GMB IS AN EQUAL OPPORTUNITIES EMPLOYER 
 

Yours sincerely 

 
Warren Kenny 
Regional Secretary  
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JOB DESCRIPTION 
 

JOB TITLE   : Press, Media & Campaigns Officer 
ACCOUNTABLE TO : London Regional Secretary 
PLACE OF WORK  : Regional Office – London Region 
GRADE   : 6 
HOURS OF WORK  : Unspecified 
 
 
MAIN RESPONSIBILITY:  
 

 To fully manage London Region Press and Media Department 
budget of up to £100,000 and credit card purchases ensuring all 
London Region expenditure is fully authorised and accounted for 
and providing records and relevant invoices/receipts. 

 
  The post holder is required to have a complete understanding of 

what constitutes a “news story”, understand the rhythm of the 
news room, news gathering media and a knowledge of the range of 
geographically based and specialist media outlets and how to 
provide them with GMB press releases. 

 
 Working alongside GMB London Region’s personnel and branches to 

promote GMB positively in all media. 
 

 Responsible for distributing press releases, ensuring that they are 
circulated to the relevant contacts. 

 
 Supervising and training colleagues to ensure that GMB is 

promoted positively, ensuring that the relevant press software and 



specialist technical equipment is maintained and managing the 
GMB London Region website. 

 
 Writing and submitting specifications to suppliers across all areas 

of the role.   Processing internal publications including reprints, 
managing merchandise stock and requirements. 

 
 Participating in events and campaigns including preparation for 

GMB Congress, the setting up of and co-ordination of London Region 
press/media support during GMB Congress. 

 
 Reporting directly to the Regional Secretary 

 
SPECIFIC TASKS AND DUTIES: 
 

 To co-ordinate and manage the day to day running of the Regional 
Press and Media Department.  Safeguarding the GMB house style and 
making sure that it is maintained to the highest standard in all 
publications and electronic media. 

 
 Distributing press releases: sending multiple faxes on BERTHA the 

press contact database, uploading the releases onto the London 
Region website press pages and other relevant pages as requested, 
circulating releases via Vertical Response, email campaign manager 
and regional/national press contacts. 

 
 Writing releases/call notices if requested by Regional Secretary or 

providing support to London Region staff and branches, editing 
releases if necessary. 

 
 Collating press clippings throughout the week on current London 

Region releases.  Formatting and editing this document ready to send 
to all staff and officers for regular updates. 

 
 Press Contacts Database:  BERTHA & Vertical Response.   Responsible 

for updating, maintaining and training of other colleagues on all 
specialist press equipment and software.   Liaise with servicing 
companies/suppliers, manage accuracy of database contacts.   
Liaising with colleagues to create and uploading new email lists for 
specific campaigns as requested. 



 
 Press enquiries.   Assist with press enquiries by phone and email, 

responding directly or referring to appropriate colleague. 
 

 Adverts/Newsletters/Publications:   Co-ordinating content, liaising 
with designers regarding layout, getting proofs signed off and making 
sure adverts are sent to the relevant publications. 

 
 Any additional specific projects as directed by the Regional Secretary. 

 
 Co-ordinating videographers to film and edit national and regional 

events to a requested brief.   Building up the visual profile of the region 
through digital media. 

 
 Manager all regional Social Media outlets including Facebook, Twitter, 

Flickr and YouTube accounts.  Creating and managing new media 
platforms that become available as technologies develop. 

 
GMB Regional Website: 
 

 Manage the ongoing development of the Regional Website to meet 
the internal and external communication needs of GMB London 
Region. 

 
 Liaise with internal/external colleagues regarding site content. 

 
 Making decisions as to placement of content and co-ordinate the 

uploading of information to websites. 
 

 Assist with the website campaigns and projects. 
 

 Liaise and analyse site activity statistics. 
 

 Overall responsibility for training colleagues to upload information 
and manage their own sections of the site, monitoring progress and 
providing support. 

 
 Creating and publishing direct email/web based surveys to members 

in the internet, analysing and collating data. 
 



International Publications & Merchandise: 
 

 Maintaining GMB house style, co-ordinating designers, printers and 
colleagues on the production of publications including newsletters, 
flyers and leaflets.  Following the progression of the publication from 
the draft stage through to its conclusion including the circulation of 
proofs, proof reading, editing and updating text, sourcing images, the 
signing off of proofs, printing and re-printing. 

 
 Making decisions on concepts, designs and maintaining the GMB 

house style through quality control. 
 

 Co-ordinating dispatch and delivery to London Region contacts 
 

 Maintaining GMB house style when dealing with colleagues, designers 
and printers regarding direct mailings to members, including 
tendering for quotes. 

 
 Responding to requests for copies of publications and merchandise 

orders. 
 

 Co-ordinating the ordering, invoicing and distribution process for 
merchandise and publications. 

 
 Maintaining GMB house style and quality control with suppliers to 

build and maintain a generic range of GMB merchandise. 
 

 Manage the production process of GMB merchandise generally and 
for specific campaigns and events.   Liaising with designers, 
producers and colleagues; advising on concepts and design sourcing 
specific producers and providing quotes for production. 

 
 Co-ordinating the translation of GMB publications into various 

languages as required.   Liaising with translation providers, tendering 
for quotes. 

 
 Loading translations onto web, circulating via email, arranging 

printing and distribution as necessary. 
 



 Maintaining GMB house style and quality control and legal 
requirements for GMB recruitment forms. 

 
 GMB London Region Magazine:  Sourcing images, liaising with 

designers and constructing regular regional bulletins/newsletters to 
members. 

 
Campaigns & Events: 
 

 Assisting with planning and co-ordinating of major events including 
GMB Congress. 

 
 Liaising with designers, suppliers and contractors for set design and 

staging at events. 
 

 Provision of placards, banners, flyers, T-shirts, stickers and other 
campaign materials/merchandise as required.   Co-ordinating with 
suppliers to ensure that everything arrives on time and to the correct 
venue. 

 
 Involvement in organising rallies, marches and fringe events, booking 

photographers and organising various components. 
 

 Ensuring that all events and campaigns are featured on the Regional 
website and Social media as required. 

 
 Liaising with external agencies to book advertising space in relevant 

publications to highlight campaigns and events when required. 
 
 
GMB Congress, Regional Council and Sectional Conferences/Meetings: 
 

 Where required, to assist with the co-ordination for information and 
the production of any GMB Regional Congress, Council or 
Section/Sector documents. 

 
 Advising and liaising with colleagues and organisations regarding 

content and design in order to maintain the GMB house style. 
 



 Co-ordinating cover designs for various London Region documents or 
reports as and when required. 

 
 Uploading all Congress information onto the London Region website. 

 
 Assisting with the co-ordination of artwork for any GMB London 

Region stall, fringe event or meeting set where required. 
 

 Liaising with designers, producers and colleagues regarding specific 
merchandise for example London Region Congress materials or 
merchandise; advising on concepts and designs, sourcing specific 
producers and providing quotes for production. 

 
 Setting up and promoting the smooth running of the London Region 

Congress press office, including dealing with TV crews, 
photographers and journalists. 

 
 
ADDITIONAL DUTIES: 
 

 General administration and typing if required. 
 

 Accurate note taking, photocopying and scanning. 
 

 Proof reading and editing documents. 
 

 Fielding telephone calls. 
 

 Keeping electronic files within the appropriate shared drive up to 
date and in the relevant places. 

 
 
PERSON SPECIFICATION: 
 
SKILLS/KNOWLEDGE/EXPERIENCE/QUALIFICATIONS/TRAINING: 
 

 Ability to work proactively and without supervision 
 

 Educated to degree level or equivalent. 
 



 The post-holder is required to be on call 24/7 
 

 The post-holder is required to have an appreciation of what 
constitutes a “news story”, understand the rhythm of the news room, 
news gathering media and a knowledge of the range of 
geographically based and specialist media outlets and how to 
provide them with GMB press releases. 

 
 Good understanding of how a website works, is updated, maintained 

and managed is essential. 
 

 Ability to work flexibly and across multiple departments. 
 

 Accuracy and attention to detail is essential. 
 

 Excellent administration and organising skills. 
 

 Flexibility, adaptability, enthusiasm and the ability and willingness to 
embrace new technology and implement changes is essential. 

 
 Team working with other members of the department, regional staff 

branches and within the activist base of the London Region is 
essential. 

 
 Good understanding of Adobe Acrobat, the ability to create, edit and 

manipulate PDF files is essential. 
 

 Ability to use design based computer packages, for example 
Photoshop. 

 
 Basic photographic knowledge including how to download images 

from a digital camera to a PC and manipulate images is an 
advantage. 

 
 Ability to exercise initiative in dealing with problems and identifying 

solutions. 
 

 Good standard of oral and written communication skills and ability to 
create and distribute press releases from dictated material. 

 



 The ability to prioritise the workload and meet deadlines, often under 
pressure. 

 
 Knowledge of a range of windows based applications including Word, 

Excel and Outlook, In-design, Photoshop and the ability to use the 
internet for retrieving information. 

 
 An understanding of HTML coding. 

 

 

 

 
 
 
 
 
 
 
 


