
Lamphills How to Create a PR Team Template

Creating a PR (Public Relations) team template involves outlining the structure, roles,
responsibilities, and workflows of the team. Here's a comprehensive guide to help you
create one:

1. Introduction

● Provide a brief overview of the PR team's purpose and objectives.
● Mention how the team aligns with the organization's goals.

2. Team Structure

● Outline the hierarchical structure of the PR team.
● Specify reporting lines and who each team member reports to.

3. Roles and Responsibilities

● PR Manager/Director: Oversees the entire PR strategy, manages the team, and
interfaces with top management.

● PR Specialists/Executives: Responsible for executing PR campaigns, writing
press releases, pitching stories, managing media relationships, and monitoring
press coverage.

● Social Media Managers: Handles social media platforms, engages with the
audience, and creates content strategies.

● Content Creators/Writers: Produces compelling content for press releases,
articles, blogs, and social media.

● Event Managers: Organizes events, press conferences, product launches, and
other PR-related activities.

● Crisis Communications Specialists: Manages communication during crises or
negative events, mitigating reputational damage.



4. Key Skills and Qualifications

● Specify the skills and qualifications required for each role, such as
communication skills, writing proficiency, media relations, social media
management, and crisis management expertise.

5. Workflow and Processes

● Campaign Planning: Outline how campaigns are conceptualized, planned, and
executed.

● Content Creation: Describe the process of creating content, including approvals
and revisions.

● Media Relations: Detail how media relationships are managed, including outreach
and follow-up.

● Social Media Management: Explain how social media content is created,
scheduled, and monitored.

● Crisis Communication: Define the protocol for handling crises, including who to
contact and how to respond.

6. Tools and Resources

● List the tools and resources used by the PR team, such as media databases,
press release distribution services, social media management tools, and
analytics platforms.

7. Performance Metrics

● Define key performance indicators (KPIs) for measuring the effectiveness of PR
efforts, such as media mentions, social media engagement, website traffic, and
sentiment analysis.

8. Training and Development

● Discuss opportunities for training and development to enhance the skills and
capabilities of the PR team members.

9. Communication Channels



● Specify the communication channels used by the PR team for internal
communication, collaboration, and reporting.

10. Ethical Guidelines

● Establish ethical guidelines and best practices for PR activities, ensuring
transparency, integrity, and respect for stakeholders.

11. Approval Processes

● Outline the process for obtaining approvals for PR materials, campaigns, and
strategies.

12. Documentation and Reporting

● Specify the documentation requirements and reporting cadence for PR activities,
including regular updates, performance reports, and post-campaign analysis.

13. Feedback Mechanisms

● Establish feedback mechanisms for continuous improvement, including regular
team meetings, performance reviews, and anonymous surveys.

14. Continuity Planning

● Develop continuity plans for ensuring PR operations continue smoothly in case of
staff turnover or unexpected disruptions.

15. Conclusion

● Summarize the key points of the PR team template and emphasize the
importance of collaboration, innovation, and adaptability in achieving PR
objectives.


