
PR & SOCIAL MEDIA EXECUTIVE 

POSITION: PR & Social Media Executive 
SALARY: Range £21k-£24k depending on experience and evidence 

TYPE: Full time 
LOCATION: Esher, Surrey (Claygate station 32 minutes from Waterloo, 8 mins from the A3) 
KEY BENEFITS: On-site parking, opt-in pension, free gym, outdoor heated swimming pool and staff restaurant 

REPLY TO: Paul Evans, director 
Tel: 01372 476 362 Email: paul@vividpr.co.uk  

Are you confident, outgoing and articulate? Are you creative, imaginative and resourceful? Do you have genuine 
enthusiasm, determination and the appetite to achieve more than simply get through your day job, and are you looking for 

a real opportunity to make an impact and reap rewards to advance your career? 

As a small, agile and successful boutique PR, social and digital communications agency VIViD has 20 years experience in 
hair, beauty, men’s grooming and food and drink, but we have expanded to incorporate other sectors including luxury 
property. Following a repositioning of our business, we are looking to recruit a new team that shares our future vision and 

wants to make a committed contribution to our success and growth plans. If you want a desk job in which you simply 
generate press releases and send out by email, write and post blogs and social media content, switch off now. If however, 

you want to make a real difference, get in touch.  

Of course, we expect you to have exceptional creative writing skills, but we also want you to feel confident on the phone 

and face-to-face to build your personal profile, expand your network of contacts and forge positive relationships with 
clients and the media. If you can make an impression from the moment you walk in every day and demonstrate ambition, 

energy and drive, now is the moment you’ve been waiting for. 

We are a friendly team, situated in a fantastic location with access to a staff restaurant, free gym and outdoor swimming 

pool (during summer months). We provide mentoring, training and support, but we want someone who will take control of 
their destiny and effect change to create their own value to the agency, clients and the media. In other words, someone 

who is prepared to walk the walk, put in the effort and dedication with an expectation that their impact will be recognised 
and rewarded. 
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Key Responsibilities 
We need someone who owns their job and takes responsibility and pride in what they do, and what they achieve.  
Basic responsibilities include: 

~ Knowing your clients and the media to create, develop and own these relationships 
~ Developing PR, social and digital media strategies and plans; this includes originating campaign ideas and directions - 

not waiting for the client to launch a new product and writing a release 
~ Attending regular client meetings and meeting relevant media influencers to create coverage opportunities 
~ Attending relevant exhibitions, shows, awards and events, sometimes at weekends. Are you someone who wants to be 

there rather than attend because you have to? 
~ Researching and writing content for press, social media and blogs 

~ Contacting the media to pitch stories, ideas and create opportunities for clients  
~ Preparing monthly activity reports on our digital reporting platform 
~ Managing leading-edge press, media monitoring, time management and task management systems 

~ Managing social media platforms, social marketing campaigns and understanding analytics to drive activity 
~ Contribute to team discussions and involve others to refine your ideas so we arrive at the best outcome, but also to 

demonstrate your own capabilities in terms of originating campaign ideas and planning 
~ Working closely with the directors and hunting out potential clients at events and exhibitions, and through research 

Outcomes 
You will be set KPIs to give structure and ensure you are focussed on achievement across: 

~ PR and social media plans with output targets e.g. number of press releases per month equating to coverage KPIs 
~ Coverage in relevant print, online and digital media outlets 
~ Social media in terms of content outputs, community building and management, content engagement and social 

marketing campaign performance 
~ Monthly reporting and client time management 

Skills requirement 
You must be: 

~ A confident and self-assured communicator in the written and spoken word 
~ Demonstrate good decision making and judgement 

~ Resourceful and able to self-manage as well as contribute to and pull on the experience of others 
~ Able to recognise and express your strengths and weaknesses to request training and support where you need it 
~ Literate across key computer applications - we are a Mac based office but all PC applications apply 

~ Trustworthy, honest and uninhibited when it comes to making and taking phone calls, and in all face-to-face situations 
~ Able to multi-task and manage all elements of the agency and client requirement, however gritty 

Professional background and profile 
The ideal candidate will be able to confidently demonstrate intelligence with exceptional written and verbal 

communication skills. Ideally you will have a minimum of 2 years agency or in-house experience at executive level and 
bring existing relationships to VIViD. You will be highly efficient, organised and pay attention to detail in every aspect of 

your work, including your personal presentation. A Degree is not necessary but it will not harm your application. In our 
experience, a strong working ethic, the desire and hunger to succeed and tenacity to get results and make yourself 
invaluable are not necessarily evident in an academic qualification. You won’t know everything, but we want people who 

are determined to make a difference to VIViD and to their own prospects achieved through hard work and results.    

Paul Evans, director 
DDI: 01372 476 362 Email: paul@vividpr.co.uk 
vividpr.co.uk  
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