JOB DESCRIPTION
Job Title: 			Fundraising and Communications Officer

Responsible to: 		The Manager – Community Chaplaincy Norfolk

Hours:  			16 hours per week

Salary:				£12,563 per annum

Based at:			The Chapel, Wessex Street, Norwich, NR2 2TJ
		

Overall Purpose of the Job:
 
· To secure funding for the work of Community Chaplaincy Norfolk (CCN).
· To promote the work of CCN to current and prospective funders, the media, and the public.
· To build relationships with funders, supporters, and donors.
· To develop and implement fundraising initiatives and strategy.

Principle Responsibilities:

1. To work with the CCN Manager in promoting the work of Community Chaplaincy Norfolk. 
2. To raise funds for CCN, through grants from trusts and foundations, individual donors, and community and corporate fundraising.
3. To promote CCN through the website and social media.
4. To work with the CCN Manager to build and implement an effective marketing strategy.
5. To produce publicity material such as social media posts, press releases, and leaflets to promote CCN’s work to the media, partner agencies, and public, including prospective volunteers and donors
6. To collect and report on feedback and trends in donations and funding related projects.
7. To provide service updates, outcomes, and impact reports to funders, donors and supporters.
8. To work to the policies and procedures of Community Chaplaincy Norfolk.
9. To have knowledge of and implement health and safety requirements relating to tasks being performed for risk to self, volunteers, clients and their families.
10. To ensure the structure, principles and ethos of the organisation are adhered to.
11. To incorporate Equal Opportunities policy and anti-discriminatory practice in all areas of work, and to respect diversity and its implications.

Person specification
	Please make sure you give clear examples of how you meet the essential and desirable criteria in your application.
All criteria will be measured through the application form and interview.

	Attributes
	
	Essential/
Desirable

	Experience and Knowledge

	Experience of working for a charity, and/or for an organisation within the Criminal Justice System

Experience of successfully applying for funding from charitable trusts and foundations.

Experience of using Wordpress, Canva, Microsoft Office, or similar programmes.

Experience producing communications for a wide range of audiences and across a variety of platforms.

Experience maintaining and developing a website and creating engaging content social media platforms.

Experience organising and delivering community events
	D


E


E


E


E


D




	Skills/Abilities

	Able to be self-motivated and to work alone as well as relating within a small team. 

Able to communicate effectively (written and verbal).

Able to create and maintain positive and professional working relationships with colleagues, volunteers, supporters funders, and local partners.

Able to work with clients and volunteers to create empowering and effective case studies.
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E

E
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	Equality Issues


	Able to demonstrate an understanding of the effects of discrimination on service delivery and in the work setting and possess a commitment to the achievement of equality.

Lived experience of the Criminal Justice System or related issues.
	E



D

	Personal Attributes
	Organised, efficient and able to prioritise tasks.

 Self-motivated and confident. 

Flexible in dealing with people and responding to changing circumstances. 

 Able to proactively manage projects and think creatively.
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E


E

	Other Requirements
	Able to work outside normal working hours when required. 

Knowledge of Data Protection and confidentiality issues.

Full UK Driving License

Some knowledge of Health & Safety issues.

To be in sympathy with the Christian ethos of CCN and willing to work in a Christian environment.

Completion of a Basic DBS (Disclosure and Barring Service) check for unspent convictions only. 
Please note that we select all candidates for interview based on skills, qualifications, and experience.  All applicants called for interview will be asked to provided details of their criminal record.  Having a criminal record will not necessarily bar you from working with us.
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