
Job Description: Office of Sheila Ritchie MEP 

Job Title:     Communications and Political Assistant 

Responsible to:  Head of Office 

Purpose of Job:  

To create and implement a Scotland-wide communications strategy and plan for Sheila 
Ritchie MEP; promoting her, her work and the EU, to include preparing targeted commu-
nications and events; creating and delivering focused messaging around the “Stop Brexit” 
and other work of the MEP’s office; supporting the work of the MEP and her campaign 
teams across Scotland, always ensuring that all deadlines are met.  

1. Key Responsibilities 

1. To create, refine and implement a communication strategy for Scotland with support of 
the Party’s campaigns team and Head of Office, and to communicate to voters and 
Liberal Democrats across Scotland, with the aims of promoting the work and achieve-
ments of the MEP,  and of  increasing the public appetite to Stop Brexit; 

2. To prepare and issue news releases to the broadcast, digital and print media, undertak-
ing telephone follow-ups with journalists, ensuring consistent and high profile coverage 
of the MEP in a full range of media throughout Scotland; 

3. To support local parties, particularly in key target areas of Scotland, in their campaign-
ing activities to promote the work of the MEP and the EU and, in the short term, to rein-
force the Stop Brexit message; 

4. To liaise with Scottish Liberal Democrats’ campaign and media teams in fulfilling the 
above, to promote the policies and achievements of the MEP; 

5. To arrange and manage events for the MEP; 

6. To develop a network of local party champions to distribute key messages; 

7. To ensure constant communications and relationships with key stakeholders – includ-
ing the Liberal Democrats’ MEP team, and the  LDEPP and ALDE offices in Brussels, 
the Scottish Liberal Democrats and local parties across Scotland. 

2. Specific Tasks 

1. To develop a forward plan for possible media stories, undertaking necessary research 
and preparation in relation to them;


2. To draft, edit and deliver press releases and other relevant materials for national and 
local outlets, building on and developing relations with local and national  journalists 
and media outlets and  international media outlets;


3. To write engaging news articles/website posts about the MEP’s work, and relevant EU 
policy developments;




4. To secure interviews with media outlets; 


5. To maintain a database of media contacts in relation to the MEP's work, in specialist 
and national broadcasting and print media;


6. To design communication material, online advertising and social media campaigns as 
required and to drive  a high-impact social media communications campaign;


7. To provide copy for external and Party publications, emails and websites and to write, 
create and design content for all platforms;


8. To create a toolkit for local party champions to distribute key messages and achieve-
ments quickly and effectively, and to establish a team of activists to write letters to the 
local/regional press to promote the work of the MEP and the Lib Dems in the European 
Parliament;


9. To support the implementation of existing and upcoming high-profile initiatives, 
projects, and visits for the MEP;


10.To undertake or commission research in relation to media enquiries, ensuring a prompt 
and appropriate response, and to brief and prepare the MEP for interviews;


11.To prepare and deliver oral and written presentations;


12.To monitor local/regional and relevant national media, advising the MEP of major news 
issues whilst keeping records of her own media coverage;


13. Use digital analytics to measure and report on the performance of social and other 
online content, and to devise strategies to improve the MEP’s online presence, en-
gagement and web traffic;


14.To assist the Party’s Press and Media Team with press releases and quotes;


15. To proofread and edit documents written by team members to impeccable standards 
and to improve their readability;


16. To communicate the MEP’s values and personality in all aspects of communication;


17. To keep the MEP brief on her portfolio, along with helping to plan and organise cam-
paigns on her portfolio; 

18. To draft articles on her portfolio for specialist publications; 

19.To liaise with Scottish NGOs active in the portfolio areas and work with them;  

20. To liaise with internal party organisations working on the portfolio; 

21. Observe confidentiality; 

22. Develop the activities of the Office by continually contributing new ideas, questioning 
methods, suggesting alternatives and positively listening to other people’s ideas; 

23. To understand and practise the Party’s key values: - liberty, equality, community; 



24. Continually to deliver a high quality of service to the public, Party members and to all 
colleagues; 

25. To undertake other reasonable duties as required. 


