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Project Support & Communications Officer (Community Buildings)
Based at: Office-based (Lewes) with occasional travel across Sussex for events and meetings. Hybrid working considered. 
Contracted: Part time (21 hours per week); permanent. Evening and weekend work sometimes required.
Salary: Annual Salary: £24,000 to £26,000 per annum pro rata’d 
Benefits: 28 days annual holiday and contributory pension scheme (5%)
About the role 
Action in rural Sussex (AirS) supports rural communities across Sussex to be vibrant and diverse places in which to live and work. Community spaces play an important role in these local communities. They build community cohesion and resilience, support the health and wellbeing of residents, help overcome social isolation. contribute to the creation of vibrant local economies and reduce carbon emissions by providing services and activities locally and reducing their own carbon footprint.  
Most community buildings are charitable, run mainly by volunteers who need a wide range of skills and knowledge to run a successful and sustainable community space. Our Community Buildings Service brings village and community halls together to share experience and knowledge and provides specialist training and advice to volunteer trustees.    
This is an exciting time for the service as we look to expand its reach and further develop our offer. The Project Support and Communications Officer will work closely with our Senior Community Buildings Adviser to support the delivery and development of the service across Sussex. 

Key Responsibilities
1. Project Support & Administration 

Subscriber Management
· Respond to new subscriber queries and set up access to systems
· Handle routine subscriber queries (passwords, information requests)
· Ensure current subscribers are invoiced appropriately
· Chase overdue payments (with CB Adviser)
· Manage subscriber portal access and troubleshooting

CRM Management & Data
· Maintain accurate contact database for all community buildings
· Research halls in each district and build comprehensive marketing lists 
· Record all advice interactions and service usage
· Help develop reporting formats to demonstrate impact to funders and Board
· Support data-driven decision making for service improvement

Training & Events Coordination
· Conduct surveys to identify training needs
· Help find and book trainers, internally or externally, and schedule sessions
· Create booking pages and automated communications
· Manage logistics for both online and in-person sessions (venue booking, materials, refreshments)
· Facilitate smooth running of online sessions eg chat questions, breakout rooms, timing
· Create, distribute, and analyse feedback surveys
· Support organisation of Village Halls Conference. Networking events and Village Halls Week activities throughout the year

Online CB Forum Management
· Monitor the community buildings forum daily and signpost queries to the CB Adviser as appropriate
· Post information on upcoming AirS training and other relevant events and information
· Develop, analyse, and post results of weekly survey questions and develop other ways of increasing platform engagement
· Manage platform membership and provide technical support to halls as needed

2. Communications & Marketing

· Work with the Senior Community Buildings Adviser to develop and implement a communications & marketing strategy for the CB service, to include: 
· Producing monthly Community Buildings Bulletin for subscribers and non-subscribers
· Writing and editing content for AirS newsletter
· Developing and maintaining the community buildings section of AirS website
· Managing social media content related to community buildings
· Building and maintaining an image library of community buildings
· Producing engaging marketing materials to promote the service
· Coordinating media outreach for the annual celebration of community buildings, Village Halls Week
· Identifying and promoting key awareness-raising events throughout the year
· Ensure all communications align with brand guidelines

 3. Community Buildings Advice & Support 

Direct enquiries
· Respond to phone queries requiring advice either directly or signpost to CB Adviser
· Monitor incoming queries via village hall inbox and respond or direct to CB Adviser
· Record all advice interactions in the CRM

Fundraising Support 
· Research funders and maintain up-to-date funding information
· Conduct funding searches for individual halls
· Signpost to or help to arrange and deliver funding workshops 

Training
· Running occasional training sessions in areas of expertise

Information Resource Management
· Support development of new subscriber portal with search functionality
· Edit and format content
· Regularly review content to ensure it is current, accurate, and accessible
· Identify gaps in resources and help develop content to fill them

Quality Improvement support
· Gather and analyse feedback on service delivery
· Arrange quarterly meetings with our hall advisory group
· Identify opportunities to improve operational efficiency
· Support development of digital tools and platforms
· Contribute to service planning and objective setting


Strategic Development support
Carry out desk research and support consultation with stakeholders as needed for funding bids and service development
 
Statement of Flexibility
          
This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence.  The post holder will be expected to carry out other related duties and responsibilities as may reasonably be requested.
 


Person specification

Essential Experience
· Project coordination and administration with strong organisational skills and attention to detail
· Digital communications including website management, email marketing, and social media
· Event organisation including logistics, bookings, and coordination
· Working with CRM systems and database management
· Writing and editing accessible content for different audiences

Essential Skills
Strong IT skills including:
· Website content management systems
· Email marketing platforms
· Database/CRM systems
· Online meeting platforms (Zoom, Teams, etc.)
· Microsoft Office/Google Workspace
· Basic graphic design for marketing materials, eg Canva
  
Communication skills:
· Excellent written communication with ability to adapt tone and style
· Clear and friendly verbal communication 
· Active listening and ability to identify needs

Organisational skills:
· Managing multiple projects and deadlines 
· Systematic approach to record-keeping and administration
· Excellent planning and prioritisation skills
· Attention to detail

Interpersonal skills:
· Building relationships with diverse stakeholders (trustees, volunteers, funders)
· Team working and collaboration
· Flexibility and adaptability

Current full driving licence & access to vehicle:
To be able to fulfil the travel element of this role, you must be able to drive and have access to a vehicle. 

Desirable Experience & Skills
· Knowledge of rural communities and community buildings sector
· Understanding of charity governance and operations
· Training delivery or facilitation experience
· Experience working with volunteers or community groups
· Knowledge of Sussex geography and community infrastructure
· Experience with fundraising or grant applications

Personal Qualities
· Commitment to supporting rural communities
· Self-motivated with ability to work independently
· Problem-solving approach
· Enthusiasm for learning and continuous improvement
· Empathy and understanding for the challenges facing volunteer-run organisations

Reporting & Working Relationships
Reports to: 
Senior Community Buildings Adviser 
Works closely with:
· AirS Operations & Data Manager 
· Partner organisations (ACRE Community Buildings and Communications Networks)

Key External Relationships:
· Village hall trustees and managers
· Training providers 
· District and county council & VCSE infrastructure contacts
· Media contacts

For further information about Action in rural Sussex and this post visit: Home | Action in rural Sussex
How to apply 
Applications must be via our application form. CVs will not be accepted. Please send your completed application form to: recruitment@ruralsussex.org.uk
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