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Job: Communications Officer, MFL Projects, CBCEW

Contract: 2 years
Hours: 3 days per week

Salary: £25,442 pro rata

The Marriage and Family Life Projects Office at the Catholic Bishops’ Conference of England and Wales is seeking an experienced and enthusiastic information or media professional to help us share with various stakeholders a multitude of stories and good practices arising from our cutting edge support for pastoral care of family life within the Catholic community. 
The successful applicant will be a creative thinker with excellent writing skills, able to translate practitioner experiences into engaging and persuasive stories, communicating these through web-pages, print-based materials and e-newsletters for a wide range of audiences at minimum financial cost. She/he must be highly organised, proactive, resilient, able to prioritise competing work demands and passionate about the practical and theological significance of a healthy family life to individuals, society and to the Church. Awareness of social policy issues around support for families, couples and relationships will be an asset as will an insight into accountability issues particularly demonstrating public benefit. 
To apply for this role you will have experience of working in a media or information management role, exceptional writing skills and familiarity with a range of communications media. This job is suitable for home-working though attendance at monthly team-meetings in London is required and occasional travel within England and Wales may be necessary.  
Projects Communications Officer
Marriage and Family Life Project Office 

REPORTS TO: Marriage and Family Life Project Officer
ROLE PURPOSE:
The Projects Communications Officer takes the raw material of project reports, anecdotes, resources and events, translates them into informing, inspiring and engaging accounts of good practice, and communicates them in a variety of accessible and appropriate media, so as to develop a record of achievement that will engage the hearts, minds and support of our wide range of stakeholders including donors, diocesan project managers, project workers, MFL ministry coordinators, families, parishioners, Bishops and priests.  
SPECIFIC DUTIES AND RESPONSIBILITIES
To research and communicate the success of marriage and family life projects at national and local level liaising with the Projects Support Worker and other colleagues where necessary, reporting regularly to the Project Officer:
1. To develop, extend and maintain public awareness of the Celebrating Family initiatives within and beyond the Catholic community especially through:

a. Developing and maintaining project websites
b. Developing and maintaining project web pages on the CBCEW website

c. Producing a monthly MFL e-bulletin
d. Creating regular reports for donors, working with the CBCEW fundraising team

e. Liaising with the Catholic Communications Network to provide a joined up approach to Project Office communications  

2. To systematically receive, research and review information provided by the MFL Projects Advisor, diocesan project managers and project workers, collaborating with these in order to develop an accessible and engaging narrative of progress, highlighting good practices and achievements


3. To review and manage the revision of existing print and web-based Project Office resources to maintain currency and freshness 


4. To develop a strategy for the effective communication of MFL project work that will enhance the general profile of marriage and family life ministry within and beyond the Church in England and Wales as well as internationally.   
BACKGROUND TO THE ROLE

The Marriage and Family Life Project Office was set up in 2003 to manage the Listening 2004: My Family My Church project, a series of diocesan conversations on marriage and family life during 2004. One of the aims of these conversations was to more clearly understand how best marriage and family life could be supported in the future by the Catholic community. On conclusion of that year of listening the bishops identified a new tranche of national work Celebrating Family: Blessed, Broken, Living Love. This is a three part project comprising:

· Everybody’s Welcome - supporting parishes to become more welcoming, friendly and family-sensitive 

· Home is a Holy Place - supporting families and the wider community to become more aware of the holiness of life at home 

· Passing on the Faith - supporting parents and grandparents in passing on faith in God

In 2005 the Bishops began raising money to implement this work at diocesan level. Since late 2008 13 diocesan projects plus a leadership development project have been funded as a way of extending the body of exemplary practice in the area of Catholic marriage and family life ministry.   
PERSON SPECIFICATION 
	
	Essential Criteria
	Desirable Criteria

	Faith/Beliefs
	· A committed Christian, appreciating and valuing the role of families in the life and mission of the Church 

· Sympathetic to and having an understanding of the Catholic Church and its culture. 
	· A committed member of the Catholic Church with a good knowledge of its teaching and structure.

	Experience
	· Marketing, media or PR background

· Writing for different audiences

· Creating and updating webpages

· Creating and distributing electronic newsletters and other awareness raising publications  
	· Working in a faith based organisation.
· Engaging stakeholder support
· Responding to complex information needs
                                                                                    

	Knowledge


	· MS Word, Excel, Publisher, Outlook, Front Page
                                            
	· Contemporary challenges of family life
· Working knowledge of HTML, XML
· Working knowledge of graphic design software packages
· Evaluation criteria for showing public benefit


	Qualifications

	· Educated to at least A level standard                                                                                       
	· A degree or equivalent qualification  
· Relevant professional qualifications.                                                      

                                                  

	Skills/ Abilities

	· Excellent interpersonal skills with the ability to relate to people in a wide range of settings.
· Excellent writing skills in a range of media for a range of audiences                                                                                           

· Ability to work well and contribute towards a cohesive team environment. 

· Ability to communicate effectively using both written and spoken media for a variety of audiences

· Ability to work independently, managing time effectively and prioritising tasks 

· Skills in storing, manipulating and retrieving data
	

	Personal attributes


	· Working style which is inclusive, supportive and approachable.                        

· Good judgement with sound social and emotional intelligence.
· Commitment to personal development                                 


	


TERMS AND CONDITIONS

· The employer is the Catholic Bishops’ Conference of England and Wales – CaTEW is a registered charity No 1097482.

· Place of work is 39 Eccleston Square, Victoria SW1 1BX.  Applications for flexible and/or home working will be considered. 

· This is a fixed-term two year part-time (equivalent to 3 days per week or 21 hours per week) role on a salary of £15,265 (the full-time equivalent is £25,442. Salaries are reviewed annually and the contract is subject to satisfactory completion of a six months probationary period. 

· There is a CaTEW pension scheme which CaTEW will match contributions up to a maximum of 6% of salary. You are eligible to join after 3 months. We offer a death in service benefit which is three times the basic salary.
· Annual holiday is ‘pro rata’ based on a full-time equivalent of 25 days (upto 5 of which are to be taken over the Christmas holiday) plus pro-rata public holidays depending on the number of days work.
· Expenses and subsistence allowances are in accordance with current CaTEW scales which follow Inland Revenue no liability guidelines.
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