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JOB DESCRIPTION

Post:




Publicity and Fundraising Lead (Maternity Cover)
Responsible to:


Chief Executive Officer
Responsible for:



Key Relationships:
Partners, Donors, Supporters and potential funders. 

Other members of Senior Management Team

Hours of work:


22.5 hours per week (over 3 or 4 days)
This is a temporary role, to cover maternity leave. The time period is expected to be for one year (July 2025 – July 2026).

Purpose of this Post

Reporting to the Chief Executive Officer, the Publicity & Fundraising Lead will help us engage more supporters and partners to deliver our work, working as part of the Management Team to achieve Age UK Wigan Borough’s aims and objectives. 
The role will also raise awareness of the work of Age UK Wigan Borough, by maintaining a network of contacts and agreed communication standard, that will actively publicise our successes and opportunities. 
This is a relationship-based role, which allows the post holder to manage a diverse and active external relationship pipeline, alongside an internal network of key supporter groups to deliver opportunities for publicity and income generation.

Key Duties & Responsibilities

Publicity

1. To maintain high quality publicity items for all Age UK Wigan Borough services appropriate to our customers and stakeholders. This includes leaflets and newsletters.

2. Support managers and team leaders to plan and develop publicity and marketing materials and identify opportunities to promote their activities widely.

3. To increase engagement through social media, website and other digital channels.

4. To lead the promotion of the charity with local voluntary and community groups and other statutory service providers including talks, workshops, presentations etc.

5. To co-ordinate promotional events across the Borough each year where possible in partnership with stakeholders.

Fundraising

6. To work with the management team to implement a fundraising approach for the charity, to enable current service sustainability and possible new service development.
7. To lead, manage and deliver fundraising activities, ensuring success and measuring results, including the annual Paws for a Cause walk and working with groups to produce knitted hats for the Innocent Campaign.
8. To maintain relationships with key partners, donors, supporters and potential funders.
9. To use new technology that will enable the improvement of our fundraising processes, including undertaking digital fundraising campaigns.

10. To develop and work with a team of volunteers who will undertake community fundraising activities and events.

General

11. To be part of the management team, contributing to the development of the charity’s strategy for growth and our overall business plans.

12. To support the organisation to fulfil its responsibilities under Health and Safety.  You may be asked to take on roles such as First Aider, Health and Safety representative or Fire Marshall for which appropriate training will be given.

13. To support students on placements.  This may include having students that shadow your work or performing a supervisory role.  Appropriate training will be given.

14. To participate in Age UK Wigan Borough promotional events as required.

15. To work within all the guidelines, policies and procedures as set out by Age UK Wigan Borough.
16. To attend Induction, Training and any Staff Meetings as and when required.
17. To carry out any other duties as may be requested which are consistent with the duties and responsibilities of the post.
PERSON SPECIFICATION – Fundraising and Publicity Lead (Maternity Cover)
BASED AT Age UK Wigan Borough
Please ensure that you show how you meet each of the following requirements 
when completing your application form.

	ESSENTIAL


	EVIDENCE

	         Knowledge and Experience 

	1.


	Experience of working with a range of stakeholders, both internally and externally
	Application form Interview

	2.
	Experience of working in a charity setting or a good understanding of voluntary organisations
	Application form Interview

	3.
	Experience of organising events open to the general public
	Application form Interview

	4.
	Understanding of fundraising aims for charities
	Application form Interview

	5.
	Experience of social media and knowledge of how to use social media effectively
	Application form Interview
Test

	6.
	Understanding of GDPR and relevant fundraising practices.
	Application form Interview

	          Skills

	1.
	The ability to use computers and common office software applications, in particular Microsoft Word, Outlook and Excel            
	Application form

Test

	2.
	Ability to plan, prioritise and manage projects to tight deadlines
	Application form Interview
Test

	3.
	Excellent verbal and written skills, including engaging with external stakeholders at different levels
	Application form Interview

	4.
	Ability to budget and provide reports, including performance against agreed targets 
	Application form Interview
Test

	General

	1.
	Demonstration of the Age UK Wigan Borough PRIDE values: Person-centred, Respectful, Innovative, Dynamic, Empowering
	Application form Interview

	2.
	This post requires a valid driving licence and access to a car for business purposes 
	Application form 
Full Driving Licence


Originator: Bryonie Shaw 

Date: April 2025
Recruitment & Selection   Procedures
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