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The Phoenix Way London and South East 

Job Description 

 
JOB TITLE: Development Officer, The Phoenix Way LSE 

SALARY: £33,500 pro rata (i.e. £20,100 gross p.a.) 

HOURS: 21 hours (3 days) per week 
 

BENEFITS: Employers pension contribution of 3% of salary 

HOLIDAYS: 25 days plus 8 bank holidays (pro rata) 

CONTRACT: 6 month fixed term contract, with the possibility of extension 

REPORTING TO: Programme Manager, The Phoenix Way LSE 

LOCATION: Hybrid working: 

• 1 day equivalent working from Kanlungan’s office in Bethnal 
Green, London E1  

• 2 day equivalent working from home. 
 

PROBATIONARY PERIOD: 3 months 

 
About The Phoenix Way London and South East 
We are a black, brown and racially minoritised (BRM) community-led initiative working across 
London and South East England, with communities, groups and organisations to raise funds, 
provide funding, transform the funding environment and build knowledge, skills and expertise in 
our communities. Our purpose is to:  

• ensure that BRM groups and organisations can reduce the inequalities and the racial 
injustice that limit our abilities to support, strengthen and build our communities 

• own and control our own funding and resources. 
 
Job Summary 
Alongside the Programme Manager, the Development Officer will develop and strengthen the 
regional and sub-regional networks of BRM, groups, organisations and individuals in London and 
South East – these networks will benefit from and shape the work of TPWLSE. They will also focus 
on building and developing the capacity (knowledge, skills and expertise) of BRM-led organisations 
in the region to operate effectively and successfully. This work will be carried out via networking 
meetings, regional and sub-regional briefings, trainings, fact-finding/learning sessions, group 
support and individual one-to-one support sessions with BRM groups and organisations. 
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Main Duties and Responsibilities  
1. Set up and run network development events to promote TPWLSE, to generate support for 

and involvement in TPWLSE’s work, to develop contacts and relationships with BRM 
organisations, groups and communities and to enable our learning about what support and 
resourcing BRM organisations and communities want and need from TPWLSE and others. 

2. Promote national and regional Phoenix Way funding opportunities and encourage 
applications. Promote funding opportunities from other funders. 

3. Deliver a combination of in-person, online and written briefings on funding and support 
available to groups and organisations in the region/sub-region. 

4. Set up and run training and learning events for BRM groups, organisations and 
communities to develop the skills, knowledge and expertise they need to operate 
effectively and successfully.  

5. Signpost organisations to capacity-building support and assist them in accessing that. Work 
with providers of capacity-building support to enable BRM groups and organisations to 
access that support. 

6. Develop connections with a broad range of regional, sub-regional and local stakeholders in 
order to steer their support, funding and resources towards and into BRM groups 
organisations and communities. 

7. Help to promote TPWLSE grant-making panels; help to recruit and support national and 
regional grants panel members. 

8. Gather and share feedback about TPWLSE’s plans activities in order to inform future plans 
and development. Contribute towards the evaluation of TPWLSE’s work, to include data 
collection/analysis and reporting to our partners and funders. 

9. Contribute to the circulation of regular TPWLSE news updates to network members and 
BRM groups and organisations in the region. 

10. Carry out other activities in keeping with this post and as required or authorised by the 
Programme Manager. 

11. Undertake some evening and weekend duties, as required.  
 
 
Person Specification 

Experience 

• Significant experience of anti-racist community development work, directly with black 
and racially minoritised communities.  

• Significant experience of developing networks and directly outreaching with communities 
and groups. 

• Significant experience of directly providing and/or developing and supporting projects 
providing infrastructure and capacity building support. 

• Experience of facilitating meetings and workshops. 
 
Knowledge 

• Excellent understanding of the development and support needs of small and medium-
sized community collectives, networks, groups and organisations, particularly in the 
black/brown voluntary and community sector. 

• Excellent or very good knowledge of development and support topics for voluntary and 
community organisations, including fundraising; financial management; strategic, 
business and operational planning; people management; governance and 
trusteeship/directorship; legal structures of voluntary and community organisations. 

 



Skills and competencies 

• Self-motivated and able to work under pressure. 

• Able to work on own initiative with limited supervision, as well as part of a team. 

• Demonstrable ability to plan and implement projects as well as meet deadlines and 
targets.  

• Ability to gather, assess and evaluate information as part of evaluation and impact 
assessment processes. 

• Strong IT skills, including the use of most Microsoft 365 applications including Outlook, 
Word and Excel, PowerPoint, SharePoint and Teams. Familiarity with and ability to use 
other common IT products. 

• Competent and confident in the use of Salesforce and other CRMs or complex databases. 

• Excellent English literacy and numeracy skills. 

• Excellent communication skills and ability to communicate with different stakeholders in 
one-to-one, group and large event settings. 

• Good report writing skills. Ability to present and set out clear commentary, findings, 
conclusions and recommendations. 

 
Other requirements 

• Passion and commitment to anti-racist, social justice work with black and minoritised 
communities, organisations and groups. 

• Ability to drive/access public transport to travel across the region. 

• Have valid permits to work in the UK. 

• Willingness to do a Basic Disclosure and Barring Service (DBS) check, if offered this role. 
 
 
 
 
 
 
 
 
 
 
 
 


