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	Job Title
	Public Relations & News Senior Manager

	School/Department
	Communications and Marketing Office

	Job Level
	UNNC Scale A level 4

	Job Family
	Administrative, Professional, and Managerial

	Contract Status
	Full-time

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Regular working hours

	Responsible to
	Director of PR & Communications



Purpose of role
[bookmark: _GoBack]This position leads PR & media strategic planning, management, and execution to amplify UNNC's reputation and social awareness, strengthen brand image, and support marketing promotion. The purpose of the role is to drive branding and marketing for UNNC through media relations management, content production, channel strategies, PR activities and reputation-related crisis management. This role reports to the Director of PR & Communications.
	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Strategy and team management
· Develop and implement PR and media strategies and plans to underpin the university’s strategy and support the fulfilment of business goals.
· Identify emerging trends in media and integrate innovative solutions to enhance UNNC’s media presence and engagement.
· Provide leadership, guidance, support and performance evaluations to team members. Direct and maximise team output to enhance the university’s reputation and impact.
· Lead collaboration with academic and administrative departments to ensure media efforts support student recruitment, engagement, and institutional reputation.
	25%

	2
	Public relations
· Oversee public relations plans and calendars for public communications and content management, aligning with the University’s branding, marketing, and communication objectives.
· Develop linkages with various types of media to position and promote UNNC, and maintain a close relationship with key media stakeholders. 
· Design and implement public relations activities for UNNC based on its communications and marketing goals.  
	25%

	3
	Content production
· Create media content plans and calendars that are in line with the annual communications and marketing plan.
· Oversee content production, including but not limited to opinion editorials/bylines, speeches, press material and digital content, and deploy across multiple channels.
· Create compelling corporate narratives, messaging, and themes to extend the university’s industry thought leadership.
· Provide executive engagement support, including press outreach and speaking opportunities.
	25%

	4
	Reputation and crisis management
· To manage crisis/emergency communications and response to sensitive media inquiries, in cooperation with key stakeholders, to safeguard the university’s reputation.
	10%

	5
	Reporting and other responsibilities 
· Monitor performance, generate actionable insights and visual reports (e.g., dashboards, charts) for senior leaders based on data analysis to facilitate performance evaluations, strategic planning and constant improvements.
· Maintain appropriate professional development, expertise and awareness.
· Undertake other tasks and responsibilities as may reasonably be required.
· Participate in training and staff development events as trainer or trainee as appropriate.
	15%
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Person specification

	
	Essential
	Desirable

	Skills
	· Strong leadership, people management, team building, and project management skills.
· Excellent news reporting, interviewing, writing and editorial skills, with the ability to produce, review and refine high-quality media content.
· Strong news judgement and media sensitivity, with the ability to identify newsworthy stories, assess potential reputational risks and exercise sound editorial judgement in handling sensitive content.
· Strong interpersonal, relationship-building and stakeholder management skills, with the ability to communicate effectively, influence stakeholders and coordinate activities across departments and with external media partners
· Ability to manage competing priorities and multiple tasks effectively, ensuring timely delivery under pressure
· Fluency in both Chinese and English. 
	/

	Knowledge and experience
	· At least five years' relevant experience in journalism, news reporting, editorial work or media communications, with substantial hands-on experience in news gathering, writing and editing.
· Demonstrated experience in developing media relationships, coordinating interviews and securing media coverage.
· Previous experience working in mainstream or state-owned media organisations.
· Experience in managing businesses across more than one geography. 
	· Experience in communications, public relations or marketing within the higher education sector, preferably in an international university environment.
· An established and well-maintained network of contacts across mainstream and traditional media

	Qualifications, certification and training (relevant to role)
	· Bachelor’s degree or equivalent International degree in a relevant field such as Marketing, Journalism, Translation or Communication.

	· Master’s degree in a relevant discipline

	Statutory, legal or special requirements
	· Sound understanding of the relevant professional, legal and regulatory requirements of publicity and public relations.   
	/



	Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people
	Is always equitable and fair and works with integrity. Proactively looks for ways to develop the team and is comfortable providing clarity by explaining the rationale behind decisions.

	Taking ownership
	Is highly self-aware, looking for ways to improve, both taking on board and offering constructive feedback. Inspires others to take accountability for their own areas.

	Forward thinking
	Driven to question the status quo and explore new ideas, supporting the team to “lead the way” in terms of know-how and learning.

	Professional pride
	Sets the bar high with quality systems and control measures in place. Demands high standards of others identifying and addressing any gaps to enhance the overall performance.

	Always inclusive
	Ensures accessibility to the wider community, actively encouraging inclusion and seeking to involve others. Ensures others always consider the wider context when sharing information making full use of networks and connections.


	Key relationships with others




	

Director of PR & Communications


PR & News Senior Manager 


Line manager


Role holder


Key stakeholder relationships


Other Comms and Marketing teams


Recruitment teams


Media


Students
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