HUDDERSFIELD MISSION
Communications and Engagement Officer
Connect with our customers, supporters, 
and room hirers to help us grow and make a real difference.
[bookmark: _GoBack]JOB DESCRIPTION
EMPLOYED BY: 	Huddersfield Mission
SUPERVISOR: 	Centre Manager
PURPOSE: 	To lead our internal and external communications with room hirers, café users, supporters, donors, café customers, the wider community, and our beneficiaries. 
HOURS: 		25 Hours a week (Monday to Friday 9:00am – 2:00pm) 
SALARY: 		£28,965 pro rata 
Summary of the Job - 
For over 100 years, Huddersfield Mission has been supporting people facing homelessness, poverty, poor mental health, addiction, and other complex challenges.
This is an exciting, reconfigured role bringing together multi-channel communications, community engagement, and operational support across all areas of Huddersfield Mission—including our café, advice services, room hires, and supporter network. It is a varied and rewarding role that combines communications, marketing, fundraising support, community engagement, and administration to help tell stories that change lives. 
Working 25 hours a week, you will use your storytelling and digital skills to showcase our impact, grow our income, and inspire local support. 
Balanced alongside communications work, you will provide vital administrative support to keep our room hire system and daily office operations running smoothly. Working as part of the team in our main office, you will need to cover office duties as part of a team, but will also have dedicated desk time with the responsibility to lead your own projects. This is an ideal role for a skilled communicator and value-driven self-starter looking for an impactful, varied position.
Working Environment & Operational Context
Huddersfield Mission supports people experiencing a range of complex challenges, including homelessness, poor mental health, addiction, and financial hardship. As a frontline community organisation, there may occasionally be times when people accessing our services are distressed, frustrated, or upset. 
We provide training, clear procedures, and a collaborative team environment to help colleagues manage challenging situations safely, confidently, and professionally.
Benefits
· Be part of a respected, leading local voluntary sector organisation making a real difference 
· Part-time daytime hours, but with the potential to increase hours in the future 
· Opportunity to shape and develop a newly reconfigured role 
· Employee Support Scheme 
· Stakeholder pension and life insurance 
· Ongoing training and continuous professional development 
Main Duties
Supporters, Donors & Community Engagement
· Lead our social media, website, and digital communications activity to grow the number of local people who follow our social media or use our website. 
· Create compelling content that showcases the impact of our work and tells the story of the Mission and our customers.
· Using our website and integrated CRM, develop regular newsletters and campaigns to supporters and donors, sharing the value and impact of our work. 
· Develop long-term relationships with supporters and donors to increase income through regular donations, campaigns, and external fundraising. 
· Provide support to fundraisers and community events to effectively raise funds for the Mission, with due regard to charity legislation. 
· Working with our CEO, assist in developing our fundraising strategy and lead on the development and delivery of small to medium fundraising activities and events. 
· Monitor main and general email accounts (e.g., info@, recruitment@) and respond appropriately. 
Room Hirers
· Manage room hire enquiries, bookings, and customer communications. 
· Through targeted communications, help grow awareness of facilities and increase room hire usage, especially where there are regular gaps. 
· Use the Avalon Database to manage room hire information requests, bookings, and generate invoices. Create Avalon reports to inform future communications and room hire strategy
· Direct room hire customers to their room, respond to practical queries, and liaise with premises and café staff regarding room hirer needs. 
Café and Advice Customers
· Support the growth of the Café through external and internal communication to increase customer numbers and showcase the café offer. 
· Help grow awareness of our advice services, advertising the service and its impact to potential new users and supporters. 
· Produce customer case studies to showcase our work, adhering strictly to agreed confidentiality and consent arrangements. 
· Support the Advice and Café team in keeping the Lamplight database up to date, using it to develop statistics for communications, insights, and management reports. 

Administration and Project Support
· Provide administrative support, including taking minutes for Board Meetings and staff meetings. 
· Working with the Centre Manager, process volunteer form requests and references. 
· Answer telephone enquiries and transfer calls professionally, sharing line coverage with the Finance Officer. 
· Provide in-person reception cover when required, welcoming visitors and assisting room hirers. 
· Undertake general office functions collaboratively as part of the Office team. 
· Work within all policies and procedures of Huddersfield Mission, including Safeguarding and Health & Safety. 
· Undertake other tasks as directed by managers and the CEO.



PERSON SPECIFICATION
Assessment Method: A = Application, I = Interview, E = Exercise, 
	Attributes
	Essential
	Assessment Method
	Desirable
	Assessment Method

	1. Education and Training
	GCSE in Maths and English (A-C/9-4) or equivalent
	
A
	Relevant communication qualifications or demonstratable work experience
	A

	
	Relevant degree level qualifications for the post or equivalent experience.
	A 
	
	

	
	Evidence of continued professional development
	A
	
	

	
	Willingness to undertake further training
	A
	
	

	2. Experience
	A track record of delivering effective communications, based on a strategy and organsiational values
	A, I
	Experience working in the public, charity, or voluntary sectors.
	A

	
	Experience of planning and delivery a variety of campaigns across social media, email newsletters, and websites.
	A, I
	Experience of organising and running public events.
	A

	
	Writing and editing clear content for diverse audiences, including press releases or web copy.
	A, E
	
	

	
	Use of a CRM for managing activity and for management information to develop strategy.
	A, I
	
	

	
	Experience in a community facing role.
	
	
	

	3. Specialist knowledge and skills
	Excellent written and verbal communication skills with strict attention to detail.
	A, E, I
	
	

	
	Strong interpersonal and stakeholder engagement skills to build cooperative relationships.
	A, I
	
	

	
	Project management and time-management skills, with the ability to work successfully both alone and as part of a team
	A, I
	Working knowledge of Methodist organisations and practice, or a willingness to learn
	A

	
	Ability to track metrics and use analytics tools to report on campaign performance.
	A, I
	
	

	
	Understanding of data protection and privacy regulations (such as GDPR).
	A
	
	

	
	Proficient with Microsoft Office and relevant creative software.
	A
	
	

	
	Proficient in using CRMs and website manager applications
	A, I
	
	

	4. Personal Qualities
	Ability to work independently and be self-motivated as well as working as part of a team
	A,I
	
	

	
	Understanding of the needs of our beneficiaries and the ability to share their stories with dignity, empathy and compassion
	A, I, E
	
	

	
	A clear commitment to equality, diversity and confidentiality
	A, I
	
	

	
	Sympathy with the aspirations of Huddersfield Mission
	A, I
	
	

	
	
	
	
	



