Job title: PR Administrator

Location: Coast Communications Unit 5 Briston Orchard, St Mellion, Saltash, Cornwall
PL12 6RQ (hybrid/remote)

Salary: £25,000
Contract type: 5 days per week (Mon - Fri), 3 days office/2 days remote
About Coast Communications and Marketing

At Coast Communications and Marketing, we help organisations tell their stories clearly,
credibly, and creatively. For nearly 20 years, we've delivered trusted communications
advice and impactful campaigns to clients across the public and private sectors, with
particular expertise in transport, infrastructure, planning, and local government.

We are now looking for a proactive and organised PR Assistant to join our growing team and
support communications activity for key clients.

About the role

This role (four or five days per week) is ideal for someone with a passion for
communications and a desire to work on projects that make a difference. You’ll support
media relations, content creation and stakeholder engagement, working closely with our
experienced Account Managers and directly contributing to the success of client
campaigns.

Key Responsibilities
Assist in the delivery of PR and communications campaigns, to include:

e Copywriting

o pressreleases, social media content, stakeholder briefings, newsletters, and

more

e Social media & Marketing

o write social media content and action client social media calendars
e \Websites

o website updates, website development, and mailbox management
e Media management

o creating and managing media lists

o distribution of press releases

o liaison with journalists

o field and process reactive media enquiries



e Media coverage
o monitoring and reporting of relevant media and social media on a regular
basis
o stakeholder sentiment tracking and tracking campaign performance
e Stakeholder communications
o maintain media and stakeholder contact lists
o mapping out stakeholders
e Client communications and reporting
o help manage day-to-day client communications and reporting
o write meeting minutes and contact reports
e Event coordination
o working with the Account Manager to plan, deliver and attend events such as
webinars, job fairs, parliamentary receptions, consultation events and
community exhibition events
o assist with event RSVPs, guest lists and coordination
o support other client events, launches and stakeholder meetings
e Research
o conduct research to inform messaging, media targeting and strategy,
o analysing industry trends to enhance client campaigns and providing
supporting background for new business proposals
e Public affairs
o provide public affairs support, including creating biographies, client briefing
packs and materials
o mapping and research
o tracking relevant discussions and consultations
e Create regular content for Coast’s own website and channels

About you

e Excellent written and verbal communication skills

e Enthusiastic, organised and able to manage multiple priorities

e Interest in public affairs, local government, or transport/infrastructure

e Some experience (can be academic) in PR, journalism, communications, or
marketing

e Confident using social media platforms and digital tools

e Team player with a willingness to learn and take initiative

e Interestin content writing



Working at Coast

e 5 days perweek (flexible working considered)
e Supportive and collaborative team environment
e Opportunities for development, training and progression

To apply, please send your CV and a brief covering email to sarah@coastmarcoms.co.uk

Visit us at www.coastmarcoms.co.uk to learn more about what we do.
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