VOLUNTEER ROLE DESCRIPTION: Communications Volunteer Administration Assistant

Charity: 		United Christian Broadcasters Limited

Reporting to:	Head of Donor Development, or, if working from UCB’s other site, Head of Strategic Partnerships

Location:	United Christian Broadcasters’ Operations Centre, Westport Road, Burslem, ST6 4JF 

Hours:	Ideally, half a day per week, i.e. 3.5-4 hours, any day, Monday to Friday (office based). 

United Christian Broadcaster is a media organisation which aims to change lives for good by the power of God’s Word. We do this through a range of platforms and activities. These include two national radio stations, UCB 1 and UCB 2; publications like our Bible devotional, the UCB Word For Today; our Player video app; a volunteer-led Prayerline, as well as digital content shared via social media, email and our website.

UCB’s Communications Department is a key function within the charity, and is responsible for ensuring effective partnerships are maintained to financially, prayerfully and practically support the implementation of the charity’s Strategic Plan.

The department is very much ‘outward facing’ in terms of communicating with UCB’s readers, listeners and viewers. This varies from writing to many thousands of people, to small groups of supporters enjoying a tour of our Operations and Broadcast Centres. 

Main Tasks

We are looking for administration support within our busy department, particularly within the areas of Mailings, Tour Days and Legacies:

Mailings

· Look after Direct Mail filing and archiving, in hard copy form and online.
· Assist with data checking and proofing of letters.

Tour Days

· Input written feedback from our Tour Days onto our database.
· Help with pre-event preparation for Tour Days, e.g. assisting with creating badges and sign-in sheets, making up goodie bags.
· With support, write to supporters who will be, or have recently, attended one of our Tour Days.
· Provide other general administration support for these events.


Legacies

· Make up legacy information packs.
· Respond in writing – via post and email – to legacy enquiries, as appropriate.

Other
· Make stationery requests on behalf of the Comms team.
· Help with other administration tasks as required.



[bookmark: _GoBack]Skills and Experience:

· Strong writing, editing and proof-reading skills.
· Decent level of numeracy.
· Good attention to detail.
· Computer literate, particularly on Microsoft Word.
· Data entry skills (training on our database will be given).
· Ability to work on different tasks on the same day – this work will be varied.

Person Specification:

1. The post holder will be a committed Christian who will work as an Ambassador of Christ to deliver a distinctly Christian service to UCB and its supporters.
· Empathy with the role of fundraising and communicating within the context of a Christian ministry.
· A ‘people person’ who is able to thrive in an open-plan office and team environment.
· Reliability, ‘can do’ approach, initiative, positivity.
· Fully committed to UCB’s Christian beliefs.

Dated:		May 2018
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