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JOB DESCRIPTION

JOB TITLE: 
Account Executive 
REPORTS TO: 
Director 
_______________________________________________________________________________
JOB PURPOSE: 
The Account Executive is responsible for the completion of day-to-day client activities, under the direction of the Account Manager, with increasing client interaction. The Account Executive may be the primary point of contact with the client.  
As Ranelagh International is a small company, there must be an ability to work in a small team and contribute to all daily tasks.  Additionally the Account Executive will be working on more than one account and therefore it is vital that they can demonstrate that they are able to prioritise tasks on a daily basis and manage a varied workload. 
This is a permanent full time post, based in Westminster, London, with some UK travel.  
PRINCIPAL ACCOUNTABILITIES:
· Daily monitoring of Hansard and Government Departments

· Research into Government policy 

· Writing and disseminating briefing documents on behalf of the clients to key political contacts and other industry representatives
· Contact and correspondence with clients, ensuring that they are kept informed of political developments 

· Assisting with organisation of events 

· Administrative and Information Technology support and database management

· Supporting senior staff in the day to day client account management

· Drafting material for political supporters, including PQs and EDMs, letters to Ministers, speeches for Adjournment debates, interventions in debates in the Main Chamber and Parliamentary Petitions

· Drafting consultation responses

· Assisting with submissions to Select Committees, and where necessary ensuring the clients are trained to give Oral Evidence to Select Committee hearings 

· Identifying, developing and maintaining relationships with key contacts and Parliamentarians, both in Westminster and where relevant in the Devolved Administrations and the European Parliament
· Maintaining a current awareness of key policy areas and issues
· Representing clients and the Company at external events 
· Identifying new business opportunities and working with senior colleagues to advance the prospect
PERSON SPECIFICATION

ESSENTIAL

· A relevant degree or equivalent

· Excellent written and verbal communication skills

· Good understanding of the Westminster Parliament structures, committees and processes

· Knowledge and understanding of the devolved assemblies
· Excellent interpersonal and team working skills

· Ability to plan, prioritise and manage a heavy workload while maintaining high quality work
· Ability to work under pressure and produce accurate work 
· Strong research skills, with the ability to think laterally 

· Good news sense and awareness of wider political context
· An understanding of corporate disciplines including confidentiality, mutual briefing, and acting within limits of authority
· Advanced IT skills including handling of databases
· Initiative, flexibility and a willingness to take on new projects
· Experience working in an office environment 
Desirable

· A minimum 2:1 degree or equivalent 
·  Experience working in public affairs or in Parliament
You are entitled to 20 days holiday per annum, rising by one day for each full year of service. 
Starting salary is £20,000 per annum. 
