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Communications and Fundraising Officer 
Working Hours:  	35 hours per week. Occasional weekend, early morning and evening work. [Part-time available for more experienced candidates]
Salary: 			£23,000 
Reporting To:		Chief Executive
Location: 		NIF Offices, Enford Street, London W1H 1DW
______________________________________________________________________________
Position Overview
This new full-time position is being created to help improve New Israel Fund’s outreach across its fundraising, events and general communications. The post-holder will be responsible for delivering aspects of core NIF activities such as our annual high holiday appeal, marketing of our events and our online communication. 
Main Responsibilities 
Communications and Outreach
1. Writing and producing NIF’s  monthly newsletter
1. Preparing e-shots and other electronic communications
1. Managing content of website and digital media (e.g. Facebook group, Twitter)
1. Developing NIF’s digital presence 
Fundraising
1. Co-ordinating Appeals (e.g. High Holy Day) and other fundraising aimed at NIF’s general donors. 
1. Drafting non-technical fundraising material (e.g. letters and improving presentation of reports)
1. Assisting with donor and information management 
Events
1. Preparing marketing materials and invitations for event
1. Improving marketing and outreach through events
1. Supporting event organisation 
New Gen  [New Gen is NIF’s initiative for young professionals]
1. Being day-to-day contact for our New Gen committee
1. Working with the committee to organise activities and grow the New Gen community 

The post holder will also be expected to contribute to the effective running of our busy office.
Person Specification
Skills	
1. Excellent written and verbal communication skills. The post-holder will be expected to work with NIF’s key stakeholders; supporters, staff, volunteers, suppliers as well as the general community
1. Good organisational skills e.g. able to work to tight deadlines
1. Strong interpersonal skills. The post-holder will work closely with the NIF team and volunteer committees and have regular contact with donors.
1. Excellent attention to detail and proof-reading skills - ensuring the quality and accuracy of materials
1. Good IT skills (e.g. MS Office and databases). 
Personal Qualities	
1. Enthusiasm and creativity
1. Self-starter – the post holder will need to be able to initiate and finish projects, working to deadlines and managing a variety of tasks. This will require the ability to take responsibility to complete tasks and to manage their time effectively
1. Positive and helpful attitude
1. Confident and clear communicator
1. Ability to take ‘ownership’ of their key responsibilities and the resultant outputs
Expectations on Post holder
1. Affinity with the values and work of New Israel Fund. There are no particular expectations about knowledge of NIF’s work in Israel, though the post-holder should have a desire to learn more about NIF’s work and be passionate about communicating it
1. Ability to act as an ambassador for NIF. As this position is external facing, the post-holder will often come into contact with existing and potential supporters, thereby needing to be a good ambassador for NIF’s ‘brand’ and values
1. Attending events and generally contributing to the organisation of them (in line with expectations on other staff members)
1. Being a constructive, enthusiastic and positive member of the NIF team
Management and Support for post-holder
The post-holder will be line-managed by NIF’s chief executive and will also work closely with NIF’s Programme Director. A detailed induction process will be undertaken at the beginning of this job. . The training and career development of the post-holder will be discussed as part of their induction.

image1.jpeg
New Israel Fund

Progress. Together.




