
Job description
Title:
Reports to:

Based at:

PR apprentice

Managing director; Creative 
content consultant

LMC offices, Olney, Bucks

• “Guess what I found out the other day…”
• “I’ve got a question about...”
• “I’d like to learn more about...”
• “Let me help with that...”
• “I’d like to give that a go myself now...”

As an apprentice at LMC, you’ll 
be most likely to say:

Liz Male Consulting is a specialist consultancy 
providing marketing and PR support to clients 
in the UK construction, building, property, 
insurance, energy and environmental sectors. 

We are passionate about the built environment 
– how it is planned, designed, built, maintained, 
financed, used and promoted, and the people, 
organisations and supply chains involved in 
all types of new, repaired and refurbished 
property. 

Job purpose

This role is an entry level public relations 
position that works closely with all consultants 
and the MD to fulfil client needs. Your job is 
to learn all aspects of a modern career in PR 
and digital marketing, helping with the smooth 
running of the business and providing rock 
solid support across all client accounts and to 
all members of the agency team. Throughout 
your work you will also be progressing 
towards a Level 4 higher apprenticeship in PR 
(foundation degree equivalent).

Key responsibilities

1. You will support consultants with their 
media monitoring and data collection for 

evaluation of PR, digital and social media 
activities and other elements of our client 
campaigns. This may involve monitoring a wide 
range of publications, online sources, Google 
alerts, Google Analytics and other information 
channels to collect evidence of our results for 
clients.
 
2. Linked to this, you will help consultants 
update evaluation spreadsheets, status reports 
and create Client Statements.

3. You will support consultants with research 
for client campaigns, including stakeholder 
analysis, media planning, budget planning, 
event planning and organisation etc. You will 
help maintain media lists, PR Calendars and 
campaign schedules, image libraries and press 
packs. 

4. You will share responsibility with all 
members of the team for social media 
monitoring and implementation of client 
campaigns across relevant digital channels. 
You will be expected to develop your skills and 
experience across a wide range of social media.



5. Alongside other members of the team, you 
will be responsible for managing, updating and 
improving the use of ACT, our contacts database 
and CRM system.

6. You will share responsibility with all 
members of the team for answering the phone, 
running the office as sustainably as possible, 
filing and administration, handling enquiries 
and providing outstanding customer service.

7. You will share responsibility with all 
members of the team for building, maintaining 
and extending LMC’s relationships with 
national, local and trade media, including with 
influential print, broadcast and online editors, 
reporters and bloggers.

8. You will share responsibility with all 
members of the team for liaising with and 
managing outsourced experts, services and 
suppliers, including web specialists, graphic 
designers, research companies, copywriters etc.

9. You will be responsible for pursuing all 
training and learning opportunities to develop 
your relevant skills and knowledge. You will 

be required to shadow and/or help the MD at 
client meetings and events.

10. You will be responsible for learning the 
structure, organisations, people and supply 
chains within our specialist sectors (currently 
construction, building, property and insurance), 
and for monitoring relevant developments that 
may impact on our work and on our clients.

11. You will share responsibility with all 
members of the team for supporting all 
opportunities for information, knowledge and 
skills sharing within LMC. 

Skills and experience 

1. You will be a school leaver with excellent A 
level results or equivalent, and strong interest 
in working towards a PR qualification and a 
career in PR and digital marketing.

2. You will possess excellent verbal and written 
English, including good spelling, grammar and 
punctuation, and excellent interpersonal skills 
including a good telephone manner. You will be 
able to prove a high level of attention to detail 
in all your communications.



3. You will have some experience and skills in 
researching new topics, identifying relevant 
information and pulling together data from a 
wide range of sources to create useful briefing 
notes, contact lists or other research reports.

4. You will be confident in the use of the 
Internet, Google, Outlook, Word, Excel and 
PowerPoint (or Prezi). 

5. You will have experience across various 
social media channels such as Twitter, 
Facebook, Instagram, YouTube, Pinterest etc. 
You may even write your own blog.

Personal attributes

1. You are intellectually curious, motivated to 
learn, a voracious consumer of good quality 
information. 

2. You’re a born communicator – when you see 
something that informs, inspires, challenges 
and excites, you’ll want to share it.

3. You are confident, sociable, comfortably 
assertive and able to challenge constructively. 

4. You like flexibility, a bit of adrenalin and the 
opportunity to work hard to go the extra mile 
for clients and the team. 

5. You are a doer, the sort of person who is 
perfectly happy to get stuck in to any task. 

6. You are opportunistic and creative, full of 
ideas.

7. You’re an awesome organiser. 

8. You believe in respect for the ‘whole person’. 
You are tolerant and mature enough to accept 
difference, always willing to understand others’ 
viewpoints, and look to support your colleagues 
and clients with kindness, honesty and 
integrity. You inspire deep trust.

Sound like you? Then apply to join us at: 
www.lizmale.co.uk/careers/apprenticeships

http://www.lizmale.co.uk/careers/apprenticeships

