
[image: image1.jpg]Nottingham
Women's Centre
come on inside



                                                                         

Job Title:

Communications and Campaigns Manager
Hours:

37 hours per week (open to job share)
Starting salary:
£27,944-£30,454 
Reporting to:
Chief Executive Officer

Line managing: 
Representation and Policy Officer, Quality and Partnerships Co-ordinator, Safer for Women Co-ordinator, Women Voices Co-ordinator
Contract:

Permanent
Closing date: 
Monday 13 Jan 2020 9am
Interviews: 

Friday 24 January 2020
JOB PURPOSE: 
To raise the profile of the Centre and other women’s services through effective communications, outreach and networking to enable women to reach their full potential, have their voices heard and campaign for positive change.

KEY TASKS AND RESPONSIBILITIES:
Manage and lead the External Relations team to 
1. Publicise the work of the Centre and our partners.

2. Ensure women’s needs and views are at the heart of our future development.
3. Develop an outreach programme to further improve our reach.

4. Use women’s lived experience to initiate and contribute to campaigns that seek to change public policy.

5. Champion the voice of women in Nottingham’s decision making arena and beyond.

6. Bring women’s organisations together to network, build capacity and increase our collective impact.
7. Ensure regular and effective consultation takes place with a range of partners, service users and women.

8. Maximise opportunities to raise funds for the Centre.
9. Ensure that all work is carried out in accordance with relevant legislation and Nottingham Women’s Centre policies and procedures, including the Centre’s Equal Opportunities Policy and Health and Safety Policy. 

10. Work in a way which positively promotes the aims, objectives and values of Nottingham Women’s Centre.
11. Take responsibility for safeguarding clients, volunteers and staff, paying particular attention to the sharing of information and professional boundaries.
12. Participate in training and development as required. 

13. Carry out administrative duties relating to the post.
14. Act as an effective team member and attend and contribute to staff meetings.

15. Carry out other duties as directed by the CEO and the Board of Trustees.
NOTES:
· We welcome applications from candidates interested in job-sharing arrangements.

· This post will require an Enhanced CRB check. Having a criminal record will not necessarily disqualify you from acquiring the post.

· Due to the nature and sensitivity of the project’s client group, it is an occupational requirement under the Equality Act 2010, Part 1, Schedule 9 for the post holder to be female.  
· We offer a generous amount of leave, opportunities for flexible working, personal development and a supportive working environment that includes access to an employee assistance programme
PERSON SPECIFICATION
	Qualifications/Knowledge / Skills / Experience Required
	Essential
	Desirable
	Tested at:

A = application

I = Interview

T = Test

	GCSE pass at A-C standard (or equivalent) for English and Maths.

	X
	
	A

	At least 2 years experience of communications and marketing promoting an organisation through networking and working with different media.
	X
	
	A/I

	Experience of writing and implementing successful campaign strategies.
2 years experience of managing and developing staff or volunteers.

Experience of developing successful relationships that deliver positive outcomes. 

Experience of representing 

organisations or issues to senior level stakeholders.

	X

X

X

X
	
	A/I

	Experience of effective service user involvement
	
	X

	A/I

	Understanding of challenges and issues affecting women in Nottingham today.

Knowledge and understanding of feminism and the need for women-only services 
Understanding of the political scene and how political decisions are made both locally and nationally.


	X
X

X
	
	A/I/T

	Excellent written communication skills and proven ability to convey complex information in a clear and concise way to a range of audiences.

Excellent communication and interpersonal skills to ensure women we work with feel empowered and stakeholders understand our impact.
	X
X
	
	A/I/T

	Fully competent IT user including Microsoft Office Suite e.g.; Excel, Word and Outlook
	X
	
	A/I

	Good knowledge of how to use Facebook, Twitter, Instagram and Wordpress
	X
	
	A/I

	Knowledge of campaigning software.
	
	X
	A/I


Evidence of continuing professional development.

	Ability and willingness to work flexibly with some evening and weekend working.
	X
X

X

X

X

X
	
	A/I


