
 
 
 
 

Job Title:  Nottingham Women’s Voices Co-ordinator 
Hours:   7 hours per week  
Salary:   £20,867 pro rata 
Reporting to:   Communications and Partnerships Manager 
Location:    Nottingham Women’s Centre 
 
 
We’re looking for a woman to support our Women’s Voices movement in Nottingham. 
 
 
JOB PURPOSE: 
 
Main role – to provide support to the Women’s Voices planning group. 
This post will act as a link between the Planning Group and the movement members.  
 
KEY RESPONSIBILITIES: 
 

 To organise and minute Planning Group meetings (6 x year). 

 To help co-ordinate the Women’s Voices events (6 regular events a year) with the 
direction from the Planning Group.  

 To moderate the What’s App and Facebook page and keep the contact list up to date. 

 To monitor the email inbox. 

 To pick up themes from the conversations on What’s App and other social media and 
report back to the Planning Group for consideration as themes for future events or 
campaigns. 

 Actively promote the NWV and all its activities and events using all available channels in 
order to raise the profile of the movement and recruit new members. 

 To follow up on events by e.g. writing an article or a blog post, analysing any issues that 
emerge from events and that need a separate conversation or a focus group  

 In time of crisis, get voices together e.g. by producing a press release or a social media 
post on behalf of the NWV  

 To work with other groups interested in running events under the NWV banner including 
help with vetting of the group, making sure that they meet the criteria of the NWV and 
that the event is attended by at least 1 NWV representative) 

 To work with the Cohesion Team on developing a toolkit to train women to facilitate 
conversations under the NWV banner 

 To look at setting up additional social media channels (e.g. Twitter, Instagram) 

 Any other tasks as directed by the Planning Group 
 

Due to the nature of the work it is an occupational requirement under the Equality Act 
2010, Part 1, Schedule 9 for the post holder to be female.   
 
 



PERSON SPECIFICATION 
 

Knowledge / Skills / Experience 
Required 

Essential Desirable Tested at: 
A = application 
I = Interview 
T = Task 

Understanding of current 
challenges and issues affecting 
women in Nottingham. 
 

X  A/I 

Able to work well with people from 
different backgrounds and 
experiences. 
 

X  A/I 

An appetite for bringing people 
together to build understanding 
and make change. 

X  A/I 

Able to write minutes, short 
publicity articles and to design 
posters and other publicity 
materials. 

X  A/I/T 

Experience of organising events. X  A/I 

Able to plan own workload and 
work with minimal supervision. 

X  A/I 

Good level of written English. 
 

X  A/T 

Good IT skills. Able to use Word, 
WhatsApp, Facebook, Twitter, 
Instagram and email. 
 
Ability to use WordPress 
 

X 
 
 
 
 

 
 
 
 
X 

A/I/T 

Able to meet deadlines and 
milestones. 

X  A/I 

     
 
What’s Nottingham Women’s Voices? 
 
We are all women from Nottingham who would like to get to know and learn from other 
women in our city. The group started after the Manchester bombing and Finsbury park 
mosque attack. Women wanted to reassure their communities and stand together against 
hate. It has grown to include women of different faiths and those with none. 
 
Nottingham Women’s Voices is a place:  
 
To be heard 
To explore what I think about things 



To learn about issues 
To find out facts 
To get support 
 
We speak out as a group when we don’t like what’s being said about us or people are telling 
us what to do. 
 
We have a small planning group, a WhatsApp group and Facebook group to share info about 
events or facts about incidents. We run regular conversation cafes – a chance to talk about 
sensitive issues in a small group and meet women who are different to us. We have an 
annual event to grow the network and plan for next year. 
 
We are open to all women. We are different but together. 
 
NOTES: 
This post may require an Enhanced CRB check. Having a criminal record will not necessarily 
disqualify you from acquiring the post. 
 
 
 
 


