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Welcome 
Media and PR Officer 

I am so pleased that you are interested in joining our team. 

This is a really exciting time to join Girlguiding Scotland. With nearly 50,000 young members we 
are the largest charity for girls and young women in Scotland.  

Girlguiding Scotland has been around for over 100 years and we have much to be proud of in that 
rich and vibrant history, but we know that to remain exciting and relevant to young people we 
must continually evolve.  

I’m extremely proud to be launching a brand new strategic plan in the next few months which 
aims to transform the organisation so it can meet the challenges of the future. We will do this by 
focussing on growth, youth participation and changing perceptions. And by increasing the support 
we offer our 12,500 amazing adult volunteers who deliver incredible experiences to girls, across 
Scotland, every week. 

While Girlguiding Scotland’s young membership is only open to girls and young women, our staff 
team is mixed gender and we welcome applicants from all backgrounds.  

After reading the application pack I hope you feel inspired to join us. 

Best wishes, 

Denise Spence 
Chief Executive 
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About Girlguiding Scotland 
Girlguiding Scotland is the leading charity for girls and young women in Scotland. Thanks to the 
dedication and support of 12,500 amazing volunteers, we are active in every part of the Scotland, giving 
girls and young women a space where they can be themselves, have fun, build brilliant friendships, gain 
valuable life skills and make a positive difference to their lives and their communities. We build girls’ 
confidence and raise their aspirations. We give them the chance to discover their full potential and 
encourage them to be a powerful force for good.  

Rainbows - We have fun  
Rainbows are girls aged five to seven. Rainbows is all about developing self-confidence, building 
friendships, learning new things and having fun. Girls get their hands dirty with arts and crafts, get in 
touch with nature and play games - it's all about learning by doing. 

Brownies –We do cool stuff 
Brownies are girls aged eight to ten. Brownies introduces girls to a world of new opportunities, 
challenges and fun. Girls go along to camps, holidays, day trips and sleepovers. They get together with 
their friends at regular meetings where they learn new hobbies, get creative, explore other cultures and 
have outdoor adventures. 

Guides - We make things happen  
Guides are girls aged 10 to 14. Guides have an exciting and varied programme designed to inspire and 
challenge girls. What you do in Guides is up to you, from taking part in lots of exciting activities at 
regular meetings to special events and trips away. 

Rangers - We explore more  
Rangers is a new section for girls aged 14-18 (replacing The Senior Section for those 14-25). Rangers 
offers young women the opportunity to develop their skills and abilities activities and opportunities for 
personal development.  
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About Girlguiding Scotland cont. 
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The role 

Overall purpose 

• To support in the delivery of Girlguiding Scotland’s communications strategy
• To co-ordinate all of our national and local PR media, proactively sourcing relevant opportunities
• To support in the delivery of the advocacy and public affairs strategy
• To commission and project manage Girlguiding Scotland publications and marketing materials as

required

Main areas of responsibility 

PR 

To work with the Marketing and Communications Manager to: 

• Manage the development and delivery of campaigns alongside the relevant stakeholders to:
o Encourage girls and volunteers to join us
o Build awareness and engagement with the charity amongst key audiences
o Ensure advocacy campaigns have a high media profile locally and nationally
o Challenge and change perceptions about the charity

• To ensure girls’ voices are at the forefront of our media work and source a programme of media
opportunities for a diverse range of girls in Girlguiding

• To target journalists with an innovative programme of story and feature placements

• To lead on a proactive programme of commentary on relevant issues in the public eye by
monitoring the media and social media to maximise opportunities to promote Girlguiding
Scotland’s work and particularly girls’ voices

• To respond to inquiries from journalists and prepare clear verbal and/or written statements and
brief and prepare spokespeople as appropriate

• To lead our communications support for counties (local areas) across Scotland to increase the
volume of high-quality media coverage in local media, by:

o leading a programme of training for our network of Communications and PR volunteers
across the country

o identifying opportunities for national campaigns and initiatives to be promoted regionally
and locally

o identifying opportunities to proactively place local stories linked to events and activities

• To write integrated media and PR plans and evaluate coverage and impact against objectives

• To lead a programme of spokespeople training – including young person spokespeople training -
ensuring a diverse network of trained spokespeople

• To brief and accompany spokespeople to media opportunities
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Policy and Advocacy 

• Lead on delivering our ambitious advocacy strategy increasing the influence of the charity as a
leading voice for girls’ empowerment

• To be the key staff contact for Speak Out, our youth forum, and our MSYPs (Members of the
Scottish Youth Parliament) supporting them to shape our advocacy work and act as spokespeople
for the charity

• Coordinate Girlguiding Scotland’s policy and influencing work to help position us and the Scottish
expert on what girls and young women think

• Lead on the development of policy positions for Scotland for the key advocacy priority policy
areas

• Identify trends in current policy and communicate the impact on Girlguiding Scotland

• Lead on our research - project managing this area to provide statistical evidence which build a
picture of the lives of girls in Scotland and increases our influence

• To brief key volunteers and staff on policy positions

• To lead on parliamentary engagement including arranging meetings, lobbying and writing
consultation responses

Other 

• To commission and project manage Girlguiding Scotland publications and marketing materials as
required.

• To participate in the out-of-hours rota for the 24 hour emergency PR phone (approximately 1
week in 3)

• To liaise with Girlguiding HQ teams on national campaigns, crisis communications and advocacy
work to ensure a joined up approach where appropriate

Additional Information  

You must have at least 2 years experience working in a similar capacity

To undertake any other duties that may reasonably be required to fulfil the duties of this post. 
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The Person 
Criteria Assessment 

(Application, 
Interview or 
Test) 

Essential or 
Desirable 

Skills 

Strong media relations and/or PR experience and a good track record 
either in an agency or in-house 

A, I E 

Excellent written skills with the ability to tailor for various audiences A, I, T E 

Ability to create compelling news stories and identify and place national 
and regional media stories with journalists 

A, I, T E 

Ability to build constructive relationships with a broad range of internal 
and external stakeholders 

A, I E 

Able to work under pressure A, T E 

Excellent attention to detail and experience of proof-reading and/or sub-
editing 

A, T E 

Ability to show excellent judgement about the message, tone and content 
of all Girlguiding Scotland’s communications 

T E 

Experience of 

Training and developing staff and volunteers as required to improve their 
communications skills 

A, I D 

Developing and delivering first class national, regional and local PR 
campaigns across a wide range of media 

A, I,T E 

Running reactive media commentary programmes – including developing 
newsworthy public positions and securing comment in the media 

A E 

Integrating PR, advocacy and digital strategies A, I, T E 

Experience of advocacy or influencing work (which may include campaigns) A, I, T E 

Developing and mapping of policy to research and organisational objectives A, I D 

Ability to manage and prioritise own workload, highlighting conflicting 
deadlines as they arise 

A, I E 

Working successfully with volunteers and young people A, I D 

Handling communications around sensitive or risk issues A, I D 

Knowledge 

Extensive up to date knowledge of a wide range of Scottish media outlets 
and journalists 

I E 

Extensive knowledge of the UK news and political agenda I E 
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Excellent knowledge of, and engagement with, digital communications 
tools and social media 

A, I E 

Extensive knowledge of the public policy context in Scotland and across the 
UK, relevant to Girlguiding 

A E 

Comprehensive understanding of government politics and 
structure/processes of external agencies 

A, I E 
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Employment details 

Contract type 
This is a permanent post for 35 hours per week. However, the post holder will at times be required to 
work additional hours – including evenings and weekends – for which time off in lieu (TOIL) will be 
available. Overtime is not paid. 

Location 
You will be based at Girlguiding Scotland Headquarters, 16 Coates Crescent, Edinburgh EH3 7AH. 
Occasionally you may be required to perform your duties from other Girlguiding premises within a 
reasonable travelling distance of this location. You may be required to travel inside the UK on the 
business of the charity. 

Salary 
£25,000 per year 

Holiday entitlement 
28 days’ paid holiday per annum plus bank holidays 

Probationary period 
The post will be subject to a probationary period of 6 months 

Notice period 
The notice period required by both parties during the probationary period is one week. After successful 
completion of the probationary period the notice period is either four weeks or one week for each 
complete year (up to a maximum of 12 weeks), whichever is the greater. 

Criminal record check  
Girlguiding Scotland is committed to safeguarding and promoting the welfare of children and young 
people. The successful candidate may be required to undertake appropriate criminal record checks. 

How we value our people 

Learning and development  
We are committed to supporting our staff through a variety of methods including coaching, mentoring, 
elearning, shadowing and individual courses.  

Flexible working  
We are committed to ensuring that our staff has a good work-life balance and offer a flexible working 
environment. This can be discussed with your line manager on an individual basis.  

Contributory pension scheme  
In addition to the government’s auto enrolment pension, we offer a generous orgnisational pension. 

Volunteering support  
Staff who volunteer within Girlguiding are entitled to five days of paid volunteer leave a year. 

Employee assistance programme 
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We have an employee assistance programme provided by Health Assured. It is free of charge and offers 
confidential, independent help, information and guidance to all employees and their immediate family 
24 hours a day.  

How to Apply 
Please complete the application form. CVs will not be accepted. 

The closing date for applications is Sunday 13 January 2019 at midnight. Please complete the application 
form return it by email to alison@girlguiding-scot.org.uk.  

Candidates shortlisted will be invited to attend interviews on Friday 30 November. Interviews will be at 
Girlguiding Scotland Headquarters, 16 Coates Crescent, Edinburgh EH3 7AH 

Unfortunately we are unable to give feedback to applicants not shortlisted for interviews. We do provide 
feedback upon request to candidates interviewed.  

https://www.girlguidingscotland.org.uk/wp-content/uploads/2018/11/Application-Form-2018.doc
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