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	Role Profile
Bilingual Press Officer

	

	Role Title:
	
	Bilingual Press Officer

	
	
	

	Hours of Work:
	
	35 hours per week (Due to the nature of this role, you will be required to work flexibly to cover press nights and other related events)

	
	
	

	Salary:
	
	£27,623 - £30,610 

	
	
	

	Wales Millennium Centre is a home for the arts in Wales, and a cauldron of creativity for the nation. We fire imaginations by curating world-class, critically acclaimed touring productions, from musical theatre and comedy to dance, cabaret and an international festival. We kindle emerging talents with fresh, provocative and popular pieces of our own, rooted in Welsh culture. And we ignite a passion for the arts in young people with life-changing learning experiences and chances to shine in the spotlight.
We are Wales Millennium Centre. Fire for the imagination.

	
	
	

	Primary Purpose:
	
	Wales Millennium Centre is looking for a dynamic, bilingual (Welsh and English) Press Officer to support the delivery of impactful press operations. The Press Officer is responsible for delivering day-to-day press and media activity to promote the programme of performances in the Donald Gordon Theatre (DGT). This role focuses on operational execution rather than strategic planning, ensuring consistent media coverage and positive public perception of the organisation.
In this role, you’ll support the delivery of media campaigns for performances on our main stage, as well as our wider organization, and manage relationships with key stakeholders. 
You’ll be the first point of contact for media enquiries; managing press requests with professionalism and confidence and playing a vital part in organising press nights.
We’re seeking an enthusiastic, approachable professional with exceptional communication and interpersonal skills, and a passion for delivering outstanding experiences for our stakeholders

	
	
	

	
Specialist
Accountabilities:


	
	1. Media Relations – 
· Draft and distribute press releases, media alerts, and statements.
· Build and maintain relationships with journalists, bloggers, and influencers.
· Respond promptly to media enquiries and coordinate interviews.
· Be responsible for any press related work on site including press nights, broadcasts, film or other content creation crews.
2. Press Campaign Delivery -
· Support the implementation of press campaigns for the DGT touring programme and support where appropriate with other events, and organisational announcements.
· Arrange press nights, photo calls, and media opportunities for all programmes.
· Monitor press coverage and compile reports for internal stakeholders.
· Manage and build relationships with DGT producers’ nominated national/touring PR agencies.
3. Content Creation - 
· Write engaging copy where required.
· Draft and send press releases following review across a range of events and activities.
· Ensure all press materials align with brand tone and messaging.
4. Monitoring & Reporting - 
· Track media coverage and maintain press clippings archive.
· Provide regular updates on campaign performance to the Marketing Manager and external Producers.
5. Collaboration - 
· Work closely with the marketing and programming team and external producers to ensure integrated communications.
· Collaborate with the Marketing lead within the Arts and Creative team to ensure consistent storytelling and idea generation and execution.
· Liaise with artists, agents, and production teams for press-related requirements.

	
	
	

	
Generic
Accountabilities:
	
	1. Maintain accurate records of planned and completed activity. 
2. Oversee planning, delivery, and evaluation of activities within your remit, ensuring high standards, efficiency, and continuous improvement. 
3. Work in partnership with colleagues, stakeholders, and external partners to deliver integrated projects and maximise impact. 
4. Maintain productive links with journalists and contacts across all print, online and broadcast mediums.
5. Act as a visible advocate for Wales Millennium Centre, representing the organisation at events, in the media, and with key stakeholders. 
6. Due to the nature of the role, you will be required to work flexibly to cover press nights and other events related to the role.

	
	
	

	
Success Measures:
	
	· Increased coverage and improved press support across all aspects of WMC activity.
· Growth and maintenance of WMC Press list.
· Positive Feedback from team members, external producers and partners.
· Accurate, timely and effective administration.
· Demonstrable examples of creative approach and uses of initiative to problem solve.

	
	
	
This role profile sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.







	What We Are Looking For…
Bilingual Press Officer


	
	


When preparing your written application, you will need to provide evidence for the following essential and desirable competencies. In responding to each of the essential competency areas, you must provide examples, which demonstrate how you have successfully delivered results of a size, scope and complexity comparable to the challenges faced by Wales Millennium Centre.

A.	Responsibility 
Please refer to how you meet these essential requirements in your application.
	No
	
	Essential
	Desirable

	1.
	Strong attention to detail 
	x
	

	2.
	Experience in media relations and press campaign delivery
	x
	

	3.
	Ability to manage multiple deadlines in a fast-paced environment
	x
	

	4.
	Ability to work collaboratively and independently 
	x
	

	5.
	Friendly and professional in manner, with experience of acting as a host or chaperone at press related events 
	x
	



B.	Knowledge 
Please refer to how you meet these essential requirements in your application.
	No
	
	Essential
	Desirable

	1.
	Knowledge of performing arts and culture sector
	
	x

	2.
	Highly organised and proactive.
	x
	

	3.
	Proficiency in Microsoft Office and familiarity with media monitoring tools
	x
	

	  4.
	Knowledge of the cultural landscape in Wales
	
	x

	5.
	Qualification in a marketing or communications discipline
	
	x



C.	Values 
Please refer to how you meet these essential requirements in your application.
	No
	
	Essential
	Desirable

	1.
	Calm under pressure and solution focused
	x
	

	2.
	Resilient, with the ability to cope with pressure and high expectations
	x
	

	3.
	A commitment to valuing and developing culture and identity in Wales in all aspects of Wales Millennium Centre’s activities
	x
	



D.	Communication 
Please refer to how you meet these essential requirements in your application.
	No
	
	Essential
	Desirable

	1.
	Strong team player, collaborative, with good, open communication style
	x
	

	2.
	Excellent digital, face-to-face and written communication skills
	x
	

	3.
	Strong relationship building skills
	x
	

	4.
	The ability to write bilingually for Welsh and English audiences
	x
	





E.	Environment 
Please refer to how you meet these essential requirements in your application.
	No
	
	Essential
	Desirable

	1.
	Commitment to the provision of excellent customer service
	x
	

	2.
	Experience of working within a sales driven environment
	
	x




F.	Welsh Language 
Please refer to how you meet these essential requirements in your application.
	No
	
	Essential
	Desirable

	1.
	The ability to speak Welsh
	x
	

	2.
	The ability to listen and understand conversations in Welsh
	x
	

	3.
	The ability to write in Welsh
	x
	

	4.
	The ability to read Welsh language material
	x
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