
 
 
 

WORKING FOR ARCH COMMUNICATIONS 
 

About Arch 
Arch Communications is an award-winning and growing PR and marketing agency based in 
the South Nottinghamshire village of East Leake. We’re versatile and adaptable to meet the 
diverse needs of clients large and small across both the public and private sectors. We have 
a particular expertise in delivering communications support for NHS organisations. 
 
Our services range from high-end communications consultancy (strategy development, 
reputation management, stakeholder engagement, crisis handling and media training) to 
regular PR support (press releases and media handling, copywriting and publications, social 
media and websites).  
 
You can find out more about us at www.arch-comms.co.uk. 
 
The role 

PR Account Manager 
Full time role (37.5 hours a week)  

Flexible hours and/or part-time working negotiable 
Salary: £18,000 - £22,000 (dependent upon experience and ability) 

Based in East Leake, but with a requirement to travel as required (expenses paid) 
 
Opportunity to earn commission on new business  
Paid-for professional development  
Company pension scheme 
4 weeks’ annual leave (in addition to Bank Holidays) 
 
Core duties 
 

 Liaise directly with clients and take instruction and feedback from them 

 Come up with and deliver ideas for generating publicity for clients 

 Write and distribute press releases 

 Liaise with news desks to try and secure publicity for clients 

 Monitor media coverage and compile performance reports  

 Write blogs, social media content and other copy  

 Maintain websites 

 Support the production of newsletters (writing and design) and publications 

 Undertake supporting research 

 Perform administrative or other tasks as requested 
 
 
 
 
 
 
 
 
  

 

http://www.arch-comms.co.uk/


Person requirements: 
 

You will need to be personable, well-mannered and well-presented at all times. 
You must also have a full driving licence and your own car, fully insured for business use. 
 

Essential 
 
Experience/knowledge 
 

 At least one year’s experience working in PR or professional journalism. 

 Demonstrable knowledge of effective communication and public relations techniques. 

 Knowledge and experience of the effective use of digital and social media. 
 
Skills 
 

 You must be a great communicator and writer. This includes highly effective 
interpersonal skills and excellent grammar and spelling. 

 Use of office-based IT software – good keyboard and desktop publishing skills. 
 
Personal attributes 
 

 Ability to grasp issues quickly and communicate them clearly. 

 Creative thinking and problem solving. 

 Well-organised - calm under pressure, with an ability to deliver using strong time 
management, multi-tasking and planning. 

 Effective team player, with a collaborative working style and willingness to share 
responsibility. 

 Flexible and responsive. 

 Willingness and aptitude to take constructive feedback and learn from it. 

 Drive and passion to achieve excellent results. 

 Good attention to detail. 
 
Desirable 
 

 Relevant degree qualification (eg journalism, PR or marketing). 

 Membership of relevant professional association (eg CIPR). 

 Experience of NHS communications. 

 Hands-on experience of web production. 

 Experience of graphic design and associated software. 
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