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JOB DESCRIPTION

1. JOB INFORMATION SUMMARY

	Name of jobholder
	:
	

	Job title
	:
	Media Liaison Officer

	Core code
	:
	

	Post level and salary code
	:
	

	Occupational class code
	:
	

	Name of component
	:
	Office of the Executive Authority

	Location
	:
	Benchmark job description

	Post reports to
	:
	

	Date of appointment
	:
	


2. JOB PURPOSE

Provide a media liaison service to the executive authority.

3. KEY PERFORMANCE AREAS

(a) Provide a media liaison service to the executive authority.  This will, amongst others, entail the following:
(i) Develop a communication and media strategy and media plan for the executive authority. 

(ii) Manage the image of the executive authority. 

(iii) Arrange and conduct press conferences, information sessions and interviews with the media. 

(iv) Develop and disseminate media statements. 

(v) Compile responses to media enquiries and/or ensure that the responses are compiled by the department.

(vi) Liaise with the media to develop relations with them,  inform them on government issues and promote the portfolio of the executive authority.

(vii) Brief the media on parliamentary/legislative issues relating to the portfolio of the executive authority.

(viii) Participate in the development of written and verbal responses to questions in Parliament/the legislature.

(ix) Co-ordinate the diary of the executive authority with regard to media liaison activities.

(x) Prepare presentations and speeches for the executive authority.

(xi) Liaise with senior managers and the communication unit in the department to ensure co-ordination and alignment of communication priorities and programmes. 

(b) Monitor and analyse reporting in the media on the portfolio of the executive authority and prepare responses as required.  This will, amongst others, entail the following:

(i) Monitor media reports and the communication environment.

(ii) Analyse the information gathered and prepare responses as required.  

(iii) Advise the executive authority on the appropriate steps that should be taken to respond to reports.

(c) Participate in GCIS forums like the Communications Forum and the Media Liaison Forum, and in the collective planning of the communication and media issues of Government.

(d) Study the relevant Public Service and departmental prescripts/policies and other documents and ensure that the application thereof is understood properly.

(i) Remain up to date with regard to the applicable prescripts/policies and procedures that apply to his/her work terrain.

(ii) Remain abreast with the procedures and processes applicable to the executive authority.

4. INHERENT REQUIREMENTS OF THE JOB

Consult the Senior Management Service Competency Framework and Dictionary and/or the Competency Framework for Middle Managers and determine the skills and competencies required for the specific job.  The respective competency frameworks are also available at

 http://www.dpsa.gov.za/documents/sms/publications/smshb2003.pdf ,

or


http://www.dpsa.gov.za/documents/ep/2006/MMCF.pdf 

5. APPOINTMENT REQUIREMENTS

(a) An appropriate 3 year degree  or equivalent qualification.

(b) 3-5 years Management experience
(c) Good communication, presentation and networking skills.

(d) Computer literacy.

(e) Sound knowledge of the respective communication media.

(f) Working experience/knowledge of Ministry operations.

(g) Working knowledge of the political and parliamentary/legislative processes in South Africa.

(h) Broad knowledge and understanding of the functional areas covered by the executive authority’s portfolio.

6. CAREER PATHING

Compliance with the requirement of higher posts.

7. AMENDMENTS TO JOB DESCRIPTION

The Executive Authority or his/her nominee reserves the right to make changes and alterations to this job description, as he/she may deem reasonable, after due consultation with the post holder.

8. PERFORMANCE AGREEMENT

The performance agreement of the incumbent, which contains a workplan and specific target dates, should be read as an extension of this job description.  The performance agreement may also contain an annexure outlining any standard operating procedures that the incumbent should adhere to during the execution of his/her key performance areas.

9. JOB DESCRIPTION AGREEMENT
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