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Portfolio of skills 

You may find the following useful when conducting a skills audit. You might like to think of opportunities 

which may arise to develop each of these skills during your degree, and highlight them on a CV or in an 

interview. Each of these skills is also covered within the textbook itself. 

 

Meetings (See chapter 9) 

Taking minutes 

Preparing agenda 

Chairing a meeting 

 
Media (See chapter 3)  

Writing media releases 

Developing media messages 

Media liaison 

Developing media lists 

Identifying key journalists 

Writing feature articles 

Writing backgrounders 

Writing fact sheets 

Compiling media kits 

Writing media liaison reports 

Writing a blog 

Writing brochures/leaflets 

Writing advertorial 

Online content development 
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Media monitoring (See chapter 8) 

Identifying and briefing monitoring services 

Media content analysis 

Evaluating media coverage  

 
Business (See chapters 7 and 9)  

Memoranda 

Minutes 

Proposals using SMART objectives 

Reports 

Forming budgets – managing fees and expenses 

Developing Gantt charts 

Writing annual reports 

Developing a code of ethics 

Negotiation techniques 

Brainstorming 

Presenting 

Speech writing 

Sponsorship 

Sponsorship assessment and selection 

Sponsorship activation 

 

Conferences/events (See chapter 7)  

Planning, booking venue 

Arranging presentation equipment 
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Identifying and briefing speakers 

Formalising travel arrangements, accommodation 

Arranging exhibition stands 

Writing speeches for speakers 

Managing speakers 

Managing delegates 

Arranging conference bags 

 

Publishing/design (See chapters 1 and 9) 

Writing copy for brochures 

Designing brief for artists, photographers, priners 

Working with suppliers – briefing and writing agreements/contracts 

Managing artwork and proofs 

Editing and marking up copy 

 

Media tours or visits (See chapters 3 and 7) 

Creating timetable 

Arranging security 

Photocall invitations and creation 

Identifying and developing the event or stunt 

Arranging speakers and participants 

Writing photocall invitation 

Media liaison with photodesks 

Briefing photographers 

Running event 
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Media liaison 

Media monitoring and analysis of coverage 

Media training 

Media questions and answers document 

 

Research (See chapter 4) 

Gathering intelligence through primary and secondary research 

Writing surveys using questionnaires and/or interviews 

Managing focus groups 

Communications audit 

Media audit 

Using online monitoring tools 

Writing case studies 

Reviewing market research 

Developing a PEST and SWOT analysis 

 

Publics (See chapter 5) 

Identifying, analysing and segmenting stakeholders 

Developing key messages 

 

Teamwork (See chapters 7and 8) 

Time management 

Leading and managing teams 

Working within a team 

Use timezone managers to work across timezones 
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Evaluation using outputs, outtakes and outcomes 

 

IT Skills (See chapters 4 and 12)  

Online research 

Writing for digital 

Web design 

Powerpoint 

Social media skills 

 

 

 

 

 


