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COMMUNITIES PROJECT CO-ORDINATOR

Job purpose

This post is responsible for the delivery and servicing of the key community fundraising initiatives at CAFOD as well as coordinating a number of mailings to community audiences. The postholder will ensure that these initiatives are delivered in accordance with agreed budgets, schedules and protocols and that CAFOD staff are well informed of these activities. 

Job scope

The work of the Community Project Coordinator is based within the Supporter Services section and is line managed by the Project Co-ordination Team Leader. The scope of the role relates to the annual Lent and Harvest Fast Days, community fundraising initiatives that take place throughout the year including parishes, and schools & youth fundraising initiatives. The postholder is also responsible for the coordination of regular mailings to community audiences. The postholder is expected to build strong working relationships within the Communities and Supporters Division (CSD), CAFOD’s campaign section (See key relationships) and some external mailing houses.
Accountability

The role reports to Team Leader – Project Coordination
Key responsibilities

Community fundraising initiatives support

· To ensure the efficient delivery and servicing/administration of CAFOD’s annual Harvest and Lent Fast Days.
· To support the delivery of parish fundraising initiatives that continue throughout periods of time (such as ‘Focus Africa’); and a range of youth and schools fundraising initiatives 

· To draft mailing and fulfilment briefs for external mailing houses, ensuring that all Community Fundraising materials are despatched in accordance with agreed schedules, budgets and protocols.

· To co-ordinate the set-up and implementation of standard Community Fundraising appeals within Supporter Services and the Diocesan Offices.
· To provide support and expertise during the development phase of new community fundraising initiatives and to project manage the operational implementation of new schemes, participating in working groups as required 

· To co-ordinate emergency appeals to community fundraising audiences

Mailings and materials production
· To plan and co-ordinate a specified range of community fundraising mailings & fulfilment undertaken by external mailing houses, and ensure that all mailings are despatched in accordance with agreed schedules, budgets and protocols. The mailings include schools, parishes, youth, campaigners and other supporter groups.
· To co-ordinate and support ad hoc in-house mailings to community audiences, ensuring agreed timelines and protocols are adhered to.
· To produce, maintain and monitor CAFOD ‘s annual Communications Calendar
· To liaise with mailing houses and CAFOD staff regarding print and delivery agreement / dates for Community Fundraising materials

· To ensure that copies of mailings and Community Fundraising materials are archived and any excess stock is disposed of appropriately

· To stay up to date with Royal Mail and post developments, ensuring that CAFOD gets best value for money when posting mailings and materials.

Diocesan Office support and internal communications
· To act as the key contact person between Brixton and CAFOD Diocesan staff in relation to the day-to-day operation of a range of community fundraising initiatives and communities mailings.
· To ensure that Supporter Services management and staff are aware of all ongoing and upcoming projects and initiatives within the scope of this role.

· To ensure activities are communicated and materials made available to staff on all outbound communities appeals and mailings.
· To provide specialist advice relating to enquiries and requests for information / materials information from parishes, schools, groups, contacts responding to community fundraising initiatives

Other

· To ensure regular review meetings are held following each project and that information and learning is shared.

· On occasion, to project manage other initiatives if and when requested by the team leader.

Key relationships
· The post-holder will liaise closely with the colleagues in Community Fundraising, who are responsible for the development of resources for the Fast Days and the fundraising initiatives that occur throughout the year

· The post-holder will liaise closely with the supporter data management unit to brief and request data extractions required for mailing and analysis purposes.

· The post holder will liaise closely with the Supporter Relations team, the Resource Marketing Coordinator and CAFOD’s Creative and Communication Services section about materials production, delivery and storage.
· The post holder will build strong working relationships with a range of originators and audience managers within CAFOD to ensure the mailing service meets the needs of the audience. They will also work closely together to ensure schedules and budgets can be achieved within any agreed service standards.

· The post holder will build strong working relationships with CAFOD’s Diocesan and Supporter Services staff to ensure their information needs are met.
All CAFOD staff are expected to
· attend and contribute to regular Team, Section, Department and CAFOD-wide meetings and briefings

· participate in training and other activities as requested by the line manager

· welcome visitors

COMPETENCIES

Highest priorities:
· Proven ability of project management systems and ability to co-ordinate multiple projects.
· Understanding of community fundraising within a faith environment 

· Ability to work well with internal clients and external service providers

· Ability to support a culture of mutual respect, trust & transparency, where partnerships flourish

· Efficient management of time and resources 

· Ability to helps others achieve their goals

· Willingness to take ownership and be openly accountable

Very important:
· Shows an understanding of the catholic church and is able to work effectively with it
· Ability to think strategically and willingness to contribute to the long development of CAFOD
· Very good it skills, particularly MS Office (MS  Word, Excel)
· Proven understanding of supply chain management.
· Looks outward; takes account of other people’s priorities
· Displays sound judgement and decision making
· Resolves conflict successfully and negotiates effectively whilst maintaining excellent working relationships
· Builds rapport and communicates effectively
· Knowledge of databases and experience of using them for marketing or mailing purposes
Important: 

· Stewardship: manages resources prudently
· Understands and actively supports CAFOD’s vision, mission and values
· Manages own personal growth and development continually
· Adapts easily to change
· Analyses and diagnoses problems with depth and insight
TERMS AND CONDITIONS

Contract:
A permanent contract, including a six-month probationary period.

Salary:
Grade N: £25,111 per annum with 5 annual increments of £502, up to £27,621. 
Hours:
35 hours per week.  Normal CAFOD office hours are 9.30 to 5.30 with one hour for lunch.  This post may require weekend, holiday (in the event of emergencies) and evening work for which time off in lieu may be taken.
Holidays:
20 working days per annum plus statutory holidays plus 6 days determined by CAFOD at Christmas/Easter.

Notice period: One month either way after completion of the probationary period. 

Pensions:
There is an optional contributory pension scheme (10% employer and 5% employee contribution). Alternatively, CAFOD will make a similar contribution to a Personal Pension Plan.

Other benefits: Life Assurance and Permanent Health Insurance cover, Childcare Vouchers, Payroll Charity Giving.. Car purchase loan scheme and mileage allowance.

Access:
There is access for people with disabilities to CAFOD’s Stableyard offices and by way of a passenger lift to all floors in CAFOD’s main building.  The first and second floors of the Worlock building are inaccessible to people in wheelchairs.
Disabilities: 
We are committed to making every reasonable adjustment to the workplace or working arrangements so as to accommodate people with disabilities.

Location
The post will be based in CAFOD’s office in Brixton, south London.

CAFOD is an equal opportunities employer.

Recruitment and selection procedures reflect our commitment to child protection.

Application forms to be returned to: 

Dee McConville, CAFOD, Romero Close, Stockwell Road, London SW9 9TY
Or email: applications@cafod.org.uk 

Closing date for applications: Monday 11 July 2008 

1st round interviews: 23 July in Brixton, South London
2nd round interviews (for those shortlisted after the 1st round): 30 July in Brixton, South London 
ADDITIONAL INFORMATION

CAFOD

CAFOD raises funds from within the Catholic community and beyond so that it can:

• Work alongside people in need to reduce poverty and bring about sustainable change through development

and humanitarian programmes.

• Increase understanding of the causes of poverty and injustice and encourage the Catholic community to

embrace values, attitudes and lifestyles that are rooted in the gospel.

• Challenge governments and international bodies to adopt policies that promote social justice and end poverty.

This is done both directly and by rallying the Catholic community.

Voluntary income is currently raised through the promotion of two annual Fast Days, parish and schools fundraising, regular giving including direct debits, legacies, major gifts, donations from trusts and corporate sponsorship. Fundraising is undertaken through direct mail, advertising, via the CAFOD website and through face-to-face contacts by CAFOD

diocesan staff and volunteers. In addition, emergency appeals are made at times of major international disasters.

In 2005/06, CAFOD raised just over £51million, largely due to the tsunami emergency appeal that took place. CAFOD’s voluntary income is predicted as being over £30 million per annum by 2010, representing income growth of 7.5 per cent per annum.

Between 1996 - 2005, the total number of donor transactions rose dramatically from 85,043 to 363,350.

COMMUNITIES AND SUPPORTERS DIVISION (CSD)
The purpose of the Division is to enable CAFOD to build real relationships of solidarity between people in the Catholic faith community in England and Wales, and poor communities in the global South. This means maximising support for CAFOD’s work from the Catholic community at all levels and from all its members individually, through stronger and more direct relationships and providing a growing range of strategies and opportunities to pray, give, act and learn with CAFOD. The Division gives priority to the generation of voluntary income, providing corporate leadership in this area, as well as developing and delivering education programmes that transform communities and individuals of all ages and contributes to building a movement for change.

FUNDRAISING AND MARKETING DEPARTMENT (FMD)

The purpose of the Department is to build a strong and secure voluntary income and supporter base to enable steady growth and to ensure CAFOD meets its long-term commitments to overseas partners and programmes. The Department leads on three of the voluntary income streams - direct marketing, major donors and legacies - giving priority to individual donor recruitment and development and on providing supporter development and care, including a full quality supporter relationship response.

SUPPORTER SERVICES SECTION
The Supporter Services Section has the overall responsibility for delivering a quality response service for CAFOD supporters and staff. The Section is working towards establishing a centre of excellence in supporter care and aims to provide information on all aspects of CAFOD’s work and will, in this respect, be the public face of CAFOD. By 
establishing high quality standards when dealing with enquiries, the Section plays an important role in enhancing the corporate image and reputation. This includes:
• providing a professional first point of contact for all supporter enquiries;

• processing income accurately and efficiently to agreed standards;

• maintaining complete and accurate supporter records;

• distribution of materials to support CAFOD’s strategic activities;

• project management and logistical support for the work of Supporter Services.

The Project Coordination team and is undergoing a process of change, as the team takes on new responsibilities to handle an increased volume of work, and provide excellent services to CAFOD supporters. The team project manages and analyses the work Supporter Services is undertaking in-house or outsourced.  The team also maintains annual schedules and has supporter data management responsibilities for CAFOD. The team currently consists of six staff members and is moving towards a more standardised project management approach. The post-holder will be expected to contribute to the change process.

In addition to the permanent employees, the Section uses temporary staff and outsources aspects of work when necessary. 
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