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St Werburghs

Community Cenire





St Werburghs Community Centre 

Community Services & Communications Manager (2-year contract subject to funding)
Job Description & Person Specification

Main purpose of the job:

As Services & Communications Manager you will be responsible for broadening the audience and reach of St Werburghs Community Association and contributing to our partnership working with Bristol City Council, Ashley ward organisations and VCSE sector. The post holder will be responsible for communications in person, representing SWCA at meetings and events, creating digital content on website and social media platforms, publicity via local press and radio. 

You will create and manage output and content across a wide range of channels ensuring a cohesive, inclusive and professional provision to all stakeholders including centre users, members, local residents, staff, trustees and funders. 
The main focus will be on building and developing local networks and communication platforms in Ashley, and taking an active part in the network of Community Hubs in the City. The community development element will focus on supporting local people in taking social action in their community. 

Salary: £32,076 pro rata (£13,003 for 15 hours).
Hours: 15 hrs per week – can be flexible, some evening, weekend and overtime work may be required.
Start Date: January 2024.  

Probationary period: 3 months

Accountable to: Centre Director
Based at: 


St Werburghs Community Centre, Horley Road, Bristol, BS2 9TJ
Benefits: 


Training

Employee Assistance Programme 

Nest Pension scheme 

Generous annual leave

Company sick pay
Summary of the organisation and role 

St Werburghs Community Centre is one of Bristol’s busiest and most loved community buildings with over 50 years of history and 80,000 annual footfall. It offers a range of meeting rooms and event spaces within its beautiful Victorian building and the eco-friendly annexe, which are used by over 300 groups per year delivering services, training, support sessions, classes and events. 
We are seeking a self-motivated individual who enjoys working towards set targets and can work both collaboratively and independently with minimal supervision.   
Tasks

To act on behalf of and represent St Werburghs Community Centre as Community Services & Communications Manager, to increase awareness of the range of facilities, projects and services we offer.
Focusing on collaboration and building meaningful partnerships between members of the public, local VCSE organisations, BCC, NHS social prescribing & existing services.
To continue developing partnerships within Ashley ward by identifying ways to enrich and expand our audience, thus broadening the reach of St Werburghs Community Association and working with BCC and other anchor organisations/Community Hubs to improve access to local food, healthcare, employment and a wide range of activities improving wellbeing and living for local people.

To establish a dedicated collaborative coffee morning following Welcoming Spaces and Cost of Living framework with space for other agencies to signpost, give advice and support local residents, building on community assets and fulfilling One City plan.
To contribute towards remodeling & continuation of all services which offer meaningful volunteering, capacity building and engagement opportunities and accept referrals from social prescribing team at Wellspring Settlement, and other agencies. 

To contribute to the delivery of our annual events ensuring broadening reach into Ashley ward (Picnic in the Park, Open Days, Community Feasts: Eid, Tibetan or Refugee Festival, Christmas Market, AGM, Festive Friends: community meals for older people at Christmas and Spring. 

To be responsible for promoting our services in accordance with individual funders’ guidelines.

To be responsible for producing & managing content across all channels and platforms:

To create publicity, posters, leaflets, social media posts, regular promotional materials for our events and projects and to share those of our funders and partners.

To maintain and increase the following of the Centre’s online platforms, to include our Mailchimp Newsletter and social media platforms (Facebook, Twitter, Instagram, YouTube, LinkedIn).   
To ensure the Centre is represented in the local media through creation of engaging case studies, campaigns and press releases, according to our funding guidelines.
General:

Ensure all communications are delivered in a friendly and professional manner – appropriate to the target audience.
To undertake any other duties as may from time to time be required.

To work within St Werburghs Community Association’s Health and Safety, GDPR, Safeguarding, Sustainability and Equal Opportunities Policies.  
Person Specification

Passionate about the work of St Werburghs Community Association and the positive impact effective Service Provision and Communications can have in delivering our overall vision.

Essential

· Experience of delivery in Public Service Provision, Community Development & Communications. 
· Training or qualifications in Marketing, Community Development, Media Studies, or similar. 

· Experience of effective use of a range of communication tools to reach and grow an audience.
· Excellent communications and office skills including presentation skills, verbal communication skills, written report & copywriting for a range of audiences using different platforms.
· Can demonstrate developing friendly and professional collaborations via digital and live platforms and networks, as well as in person.
· Experience of monitoring and evaluating data. 

· Must be reliable, well organised and prompt, have the ability to prioritise their own workload and be proactive.
· Committed to the aims and values of SWCA, team worker with enthusiasm and helpful attitude.
· Ability to take the lead in developing & maintaining the Centre’s Services and Communications, including some income generation and fundraising, ensuring sustainability of the services.
Desirable

· Experience of fundraising or using Marketing & Communications to generate additional income, using digital marketing channels - social media, PPC, SEO, etc. 
· Experience of community events and service delivery
· Experience of working to targets and within budgets. 
· Experience of working in the charity or public sector.
· Knowledge of and contacts within the local community, press & media.
· Willingness to learn new skills as appropriate.
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