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Election Publications Officer 
Job description and Person specification 
 
We need to ensure that our messaging and the visual representation of the Green 
Party of England and Wales is consistent across the country. The Green Party is 
therefore recruiting an experienced person on a short-term contract in the run up to 
the General Election (end June 2015). The Election Publications Officer will put 
together templates for freeposts, leaflets, green leafs and other publications. S/he 
will put together a bank of photos and logos to use in our publications and work with 
the Senior Policy & Communications Officer to make our messaging consistent. 
 
Salary: £25,000-30,000 depending on experience 
 
Hours: 35 hours per week but with considerable flexibility available 
 
Location: Green Party National Office (London) primarily but with considerable 
flexibility available 
 
Line manager: Senior Policy & Communications Officer 
 
Reporting to: Elections Coordinator on the Green Party’s Executive. 
 
 

Outline of Election Publications role: 
 
1. Produce template materials for the Green Party’s election campaigns for both 

electronic communications and print. This includes newsletters, leaflets, posters, 
billboards and any other printed campaigns materials. 

 
2. Coordinate the delivery of the freepost leaflet for local parties to over 300 

parliamentary constituencies. 
 
3. Manage relationships with printers and couriers for the timely delivery of all 

Green Party print during the election period. 
 
4. Manage relationship with the Royal Mail surrounding delivery of the freepost. 

 
5. In conjunction with the Finance Officer, invoice local parties for their freepost 

leaflet and manage the chasing of payments for this. 

 
6. Design or manage/appoint a designer to help deliver publications and templates. 
 
7. In conjunction with the Senior Policy & Communications Officer update and 

promote Green Party guidelines for messaging and design in all Green Party 
literature. 

 
8. Manage filing systems for photos, template publications and publications 

distributed so that these may be accessed (as appropriate) by local Green 
Parties and Green Party members.  
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9. Recruit and manage volunteers from across the country to assist with the above. 
 

10. Any other tasks deemed appropriate by your line manager. 
 

 
Responsibilities: 
 
1. Ensure consistent messaging/design of Green Party publications in the build up 

to elections. 
 
2. Filing of photos and Green Party literature. 
 
3. Compliance with freepost regulations and electoral spending for publications 

during the election period. 
 
4. Timely delivery of printed materials to maximise the potential for electoral 

success. 
 
5. Consistency of design and messaging in local Green Party outputs. 
 
6. Create joined up thinking for our campaigns by using good communication of 

what messages and styles should be used in writing and literature. 
 
 

General points applicable to all Green Party jobs: 
 
1. The Green Party strives to be an Equal Opportunities employer and requires its 

employees to carry out their work in accordance with its polices on equality of 
opportunity in relation to employees and volunteers, in promotion of the party’s 
policies and access to the Party’s services. 
 

2. Green Party staff are required to abide by any policies in place to ensure, for 
example, health and safety at work, data protection, etc. 

 
3. The Green Party has a democratic structure with annual elections. Employees 

need to be aware that the organisational priorities which determine their work 
priorities are decisions of the Executive and may be subject to change as an 
Executive changes. 

 
4. Green Party staff may be required to attend Green Party Executive and other 

meetings and conferences, so long as at least two weeks' notice is given and this 
does not conflict with leave already agreed. These meetings may take place out 
of office hours, in which case time off in lieu will be awarded. 

 
5. Green Party staff are assigned goals, work plans, guidelines and priorities by 

their line managers as part of the annual planning and appraisal system, but are 
expected to show initiative within this framework in managing their workload to 
meet the overall goals of the party. 
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6. Green Party staff are required to keep a timesheet along with records and details 
of work carried out as requested by their line manager and may, from time to 
time, be required to provide written or oral reports to the Executive. 

 
7. Green Party staff should be open to developmental needs which may arise and 

work with their line manager to address these needs through training or other 
routes. 

 
8. Green Party staff are expected to identify and make recommendations to the 

Head of Office on improving the systems within the office. 
 

9. Green Party staff are expected to participate fully in the Party’s teamwork ethos, 
attend staff meetings, share team duties and responsibilities and develop their 
work in co-operation with other colleagues. 

 
10. Green Party staff are expected to promote and develop the role of volunteer staff 

within their area of responsibility in liaison with the Head of Office and in 
accordance with the current policy on the management of volunteers. 

 
11. Whilst every endeavour has been made to outline all the duties and 

responsibilities of the post, a document such as this does not permit every item to 
be specified in detail. Broad headings may therefore have been used, in which 
case all the usual associated routines and duties are naturally included in the job 
description. Green Party staff are expected to undertake any other reasonable 
tasks as requested by the Executive via the Head of Office or relevant GPEx Co-
ordinator. 

 
12. This job description may be periodically reviewed in consultation with the post 

holder. 
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Person specification for Election Publications Officer role 
 Attribute Essential / 

Desirable 

Experience 2 years’ experience of managing and 
producing publications in a professional 
capacity. 

Essential 

Experience of branding and design work. Essential 

Demonstrable experience of using desktop 
publishing software. 

Essential 

Experience of managing mailing and print 
sub-contractors. 

Desirable 

Experience of local or regional Green Party 
work. 

Desirable 

Experience of working with volunteers. Desirable 

Skills / Abilities Ability to use web platforms for storing 
information. 

Essential 

Proficient in the use of MS Office (MS Word, 
MS Excel and MS Outlook). 

Essential 

Efficient in dealing with multiple 
communications and organising them in a 
manner by which others may respond 
accordingly. 

Essential 

Able to develop processes to streamline 
activities. 

Essential 

Desktop publishing skills. Desirable 

Good interpersonal skills. Essential 

Knowledge Understanding of Green Party organisation 
at local, regional and national level. 

Desirable 

Knowledge of the Data Protection Act and 
how to manage data enquiries. 

Desirable 

Knowledge of data management. Desirable 

Knowledge/experience of conducting 
freeposts. 

Desirable 

Personal attitudes In sympathy with the aims and policies of 
the Green Party, and committed to the 
development and implementation of a 
Green and sustainable society. 

Essential 

Dedicated to accuracy and delivery of tasks 
in a timely manner. 

Essential 

Personal circumstances Eligible to work in the UK. Essential 

Able and willing to work unsocial hours and 
outside of normal office hours as required 
by the post. 

Essential 

Not a member of another UK political party. Essential 

Equality Candidates must indicate full commitment to 
the principle of Equal Opportunities for all in 
line with the Party’s policies. 

Essential 

 
Equal Opportunities statement: 
All Green Party employees are required to carry out the Party’s policies concerning 
racial and sex equality and the rights of people with disabilities and lesbians, gay 
men and people who are bisexual both in terms of equal opportunity for employment, 
in policy work and access to the Party’s services. 


