Manchester City Council
Role Profile

Communications & Fundraising Officer - Grade 5
We Love MCR Manchester Charity
Reports to: Development Manager

Job Family:  Corporate Organisational Support

Key Role Descriptors:

The role holder will provide high quality, customer focused, flexible and timely creative solutions to support the achievement of objectives of a high-quality service.

The role holder will deliver an effective, professional support function, establishing excellent relationships with partners and stakeholders and ensuring quality customer focused services are delivered within performance and quality targets.

Key Role Accountabilities:

Implement best practice in the delivery of work activities on behalf of all customers of the service in accordance with the authority’s corporate aims and objectives, strategic plans and organisational values.

Ensure all work carried out fits within the parameters of service level agreements and seek to maintain relationships with the business to ensure the highest standard of service delivery.

Work collaboratively with colleagues and stakeholders to enhance the role of the service throughout the Council.  Facilitate customer feedback and assist in identifying solutions to resolve issues to improve service delivery.

Maintain competence in subject matter specialism, undertaking research and information gathering to ensure Council adopts and maintains best practice in areas of specialism, providing ad hoc advice as required.

Coordinate the production and supply of accurate management information to support the needs of the service in line with agreed objectives.  This will include the provision of accurate analysis support.

Effectively contribute to the monitoring, evaluation and improvement of all corporate support activities and house-keeping protocols that support the needs of the service and corporate initiatives.

Support the production of a range of high-quality communication, such as reports and briefing notes.

Personal commitment to continuous self development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.



Role Portfolio

We Love Manchester Charity gives heart, hope and opportunity to the people of Manchester, when they need it most.
We are ambitious for growth in our impacts in Manchester. To achieve this, we need to conceive and deliver effective, innovative, low-cost communications and engagement with target audiences. 
We Love Manchester Charity is hosted by Manchester City Council, as part of the Neighbourhoods Directorate. The Charity and the role is based at the Town Hall Extension, within the Parks, Leisure, Events, Youth & Charity Team. The role  supports the development and delivery of the Charity’s communications programmes, and supports delivery of selected Fundraising programmes.
The role-holder will understand the communications and fundraising strategies for the Charity. They will lead on delivering agreed activities to deliver the communications strategy, and will help to deliver specific fundraising projects as agreed with the Development Manager.
The key areas of activity include:
· Working with the Development Manager and wider teams to plan and deliver the charity’s communications programme, to grow, retain and develop audiences, extending the reach of our work, building brand and profile. 
· Devising and creating engaging and accessible digital content to promote and communicate the full range of the charity’s activities, working with freelance content creators when necessary. 
· Planning and delivering an effective social media strategy engaging current and new audiences and extending the reach of the charity’s work. 
· Updating and developing the charity’s website. 
· Creating regular e-shots (and developing an outbound e:mail process)
· Using existing tools, such as Google Analytics, to measure the impact of digital engagement on the charity’s website and social media platforms. To report and advise on where improvements could be made. 
· Using a full range of online promotional techniques including search engine optimisation, digital advertising, and partnership arrangements with third party websites. 
· Working with the Development Manager to plan and deliver press and media strategy, creating press releases and building relationships with press and media representatives. 
· Providing project management on agreed fundraising programmes to support the Development Manager.




Key Behaviours, Skills and Technical Requirements

	Our Manchester Behaviours



· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly


	Generic Skills



· Communications Skills:  Ability to communicate clearly, concisely, accurately and in ways that promote understanding.
· Analytical Skills:  Able and confident to resolve moderately complicated queries in their area of knowledge using logical thinking to explain reasoning behind decisions or actions taken.
· Planning and Organising: Demonstrate the ability to organize multiple tasks in the most effective way and allocate time and energy according to task complexity and priority.
· Problem solving and decision making:   Ability to analyse situations, diagnose problems, identify key issues, establish and evaluate alternative courses of action and produce a logical, practical and acceptable solution.
· Creative Skills:  Ability to think creatively and provide innovative solutions to problems.  Has ability to develop new approaches to finding solutions outside of existing parameters.
· ICT Skills:  Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.

	Technical Requirements (Role Specific)  



· Copywriting – ability to draft effective copy to agreed briefs

