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JOB DESCRIPTION 

 

Job Title:    Administration, Communications & Events Officer  

Responsible to:  Training and Development Director 
Based at:   Philanthropy Impact, LONDON  

Purpose:  To provide Philanthropy Impact’s administration, 
communications and events support.  

Salary up to 25k pa 

Holiday days 20 holiday days in addition to public holidays 
Sick days 10 paid sick days per annum 

 

MAIN DUTIES AND RESPONSIBILITIES 

1. To maintain and develop the smooth running of Philanthropy Impact’s 
administrative and office functions. This includes task management for staff and 
general administrative and reception tasks such as taking phone calls, word-
processing, photocopying, servicing meetings, dealing with incoming and 
outgoing post, ordering goods and stationery, for example. 

2. To develop and produce communications with members and external parties, 
including the development and monitoring of Philanthropy Impact’s branding 
and house-style and overseeing the content of all Philanthropy Impact’s paper, 
electronic and web-based information, publicity and reports. 

3. To work with Philanthropy Impact staff, committees and Board of Trustees to 
support the recruitment and retention of Philanthropy Impact’s membership. 
This includes dealing with membership administrative processes, maintaining the 
database and helping to set up members’ access to benefits. 

4. To produce, develop and manage the marketing of all Philanthropy Impact’s 
activities, including consulting and liaising with other Philanthropy Impact staff, 
committees, trustees and stakeholders to produce hard-copy and electronic 
marketing communications materials, overseeing their dissemination, and where 
required arranging advertising through other relevant media and liaising with 
external organisations to promote Philanthropy Impact’s activities.   

5. To support the creation and manage the preparation of Philanthropy Impact’s 
events, including production, marketing, bookings, and event management. 
(Monitoring take-up, processing and confirming bookings; copying materials and 
resources; organising venues, catering and equipment and collating materials and 
undertaking evaluation and collation thereof). 

6. To work with Philanthropy Impact staff, committees and trustees to lead the 
development of Philanthropy Impact’s website and database, including uploading 
content, liaising with technical support and ensuring maintenance of 
Philanthropy Impact database. 

7. To log and process financial data, including paying bills online, tracking 
payments, maintaining the petty cash and collating financial information for 
reporting to Philanthropy Impact’s Chief Executive, accountants and Finance 
Committee.  

8. To ensure the general maintenance of Philanthropy Impact’s ICT systems and the 
good working order of the premises and office equipment to meet the health and 
safety needs of all who work or use the premises. 
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9. To attend Philanthropy Impact staff meetings and supervision, and other internal 
and external meetings as requested. 

10. To undertake all work in line with Philanthropy Impact’s core policies.  To be 
flexible in adapting to the needs of the post according to the changing and 
emerging needs of Philanthropy Impact and its membership and to undertake 
other duties and responsibilities from time to time as requested.    

 

PERSON SPECIFICATION  

 

Job Title:  Administration, Communications & Events Officer  

 

Qualifications and experience 

 Educated to degree level or equivalent 

 A minimum of 3-4 years experience of a wide range of administrative functions  

 Experience of communications  

 Experience of membership schemes and databases 

 Experience of the administration of events and event management 

 Interest in philanthropy 
 

Essential skills and knowledge 

 Maintain the efficient running of the office through accurate use and 
development of in-house systems and records 

 Ability to create paper-based and electronic marketing and publicity 
materials, and oversee all outgoing communications 

 Able to collect and analyse data and contribute to the development of 
Philanthropy Impact’s  membership development and all other activities 

 Knowledge and ability to maintain websites, social media (LinkedIn) and use 
design or desktop publishing programmes  

 Knowledge of how to use MS Office (Word, Excel, Powerpoint, Outlook and 
Publisher) and use in-house databases.  

 Work creatively, resourcefully and flexibly on a small budget and be able to 
maintain and ensure the accuracy and timely processing of financial 
information 

 Excellent communication skills, including on the telephone, in person and in 
writing with a wide range of stakeholders 

 Excellent written communication skills, including the ability to proof read and 
write paper-based, electronic and web-based communications 

 Demonstrate a commitment to high standards of work to ensure an excellent 
customer experience for Philanthropy Impact members, event participants 
and others and a professional and positive projection of the Philanthropy 
Impact brand through all outgoing communication.   

 Work independently to organise, plan and deliver work to meet deadlines  

 Work effectively and flexibly as part of a small team  
 

 


