Job Description and Person Specification for Church Relations Manager 

Premier Christian Radio

22 Chapter Street

London SW1P 4NP

JOB DESCRIPTION
	PRINCIPAL AIM OF THE Organisation: 

“ To serve the Churches and the wider community of the UK by conveying the significance of the life, teaching, death and resurrection of Jesus Christ - as recorded in scripture and expressed in the historic creeds of the Christian faith - through radio and other media.”


Job Title:
                  
Church Relations Manager    

Department:
     
           Marketing
£18,540     
Location:

          
London


Reporting to:           
Marketing Manager

Salary:
£22k-25k per annum

Hours of work:                 
35 hrs  (9.15am-5pm - some flexibility required)

Closing Date:                   
21st  August 2010

HOW THIS JOB CONTRIBUTES TO THE organisation’s PRINCIPAL AIM:

By encouraging Churches to support Premier prayerfully, practically and financially.
The Church Relations Manager role is focussed on encouraging churches to support Premier. Historically Premier has been under-supported by churches as institutions, the person taking this role would need to take a pro-active approach to identifying sources of funding and support. The role is divided between time spent in the office working on mailings, events & analysing progress, and time spent meeting church leaders or presenting at leaders meetings. Consequently the successful applicant will need to posses sound administration and analytical skills with extremely strong interpersonal and presentation skills.  The ideal candidate will have experience of working with churches in previous employment.

MAIN DUTIES AND RESPONSIBILITIES:

· Encouraging churches that already support Premier to continue and increase their support.

· To launch a community fundraising programme for Premier.

· To maximise church support for Premier’s twice yearly Radiothon fundraising campaigns.

· To launch a partnership initiative for churches to support Premier.

· To create a communication channel between Premier and church congregations via local churches.

· To reflect the views of churches and church leaders to Premier and help Premier better serve churches.

· To work cross departmentally with campaigns, sales and content to maximise relationships with key churches.

· To manage the Church Development Administrator who is responsible for organising leaders events, managing our Church Activist group and promoting Premier Gospel to and via churches.

· To develop our Church Activist group both in number and effectiveness.

· Construction of a comprehensive, sustainable database of Churches and Church leaders.

· Public speaking on behalf of Premier at events and in church services.

· Reporting on progress with church development activities

Qualifications & EXPERIENCE:

· Ideally educated to degree or HND level

· Fundraising and/or business qualifications are an advantage

· Successful applicant will ideally have experience of working with churches and/or fundraising in previous employment.

· Experience/understanding of the broad diversity of the Christian churches.

· Ideally holding a full clean UK driving licence.

Abilities & skills:

· Excellent oral and written communication skills

· Strong presentation and public speaking skills

· Excellent administration and organisational skills

· Pro-active and ability to take initiative

· Team player

· An understanding of media and web is desirable

· IT literacy in main set of Microsoft programmes

· Understanding of mailing lists and database management

· The job will involve attending meetings and events outside of normal working hours, therefore the successful applicant will need to be able to work semi-flexible hours.

Personal:

· A lively, flexible, friendly personality with a high level of commitment and dedication

· An effective team player with excellent interpersonal skills

· Confident in decision making and creative problem solving

· Ability to work in a busy, high pressured environment

· The post-holder will work in a Christian environment and will deal with Christian organisations and Ministries for most of the time, therefore it will be necessary for the job holder to be a Christian.

· The post-holder will abide by the organisational Health & Safety and Equal Opportunity Policy at all times.

HOW TO APPLY:

Please send a recent CV and completed application forms to The Human Resource Department  (telephone 020 7316 1300) or email them together to jobs@premier.org.uk Application forms can be downloaded from www.premier.org.uk  and only shortlisted candidates will be contacted
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