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MWF is looking for a Communications and Administrative Officer to join its small team. The role will be based in Tavistock Square, London with occasional hybrid working from home. The role is for one day per week but some flexibility with hours is possible. 
The Medical Women’s Federation is a national, charitable organisation that campaigns on issues that affect women doctors and the health of women and their families.  It aims to advance the personal and professional development of women in the medical profession at all stages of their career and improve the availability and quality of services for women both directly and in liaison with other organisations in the UK and internationally.  

JOB DESCRIPTION  
	 
	

	Title:   	 
	Communications and Administration Officer (Central Office) 

	Salary:  	 
	£ 5,640 per annum (£28,200 pro rata)

	Hours:  	 
	1 day per week (7 hours)  

	Tenure:  	 
	Permanent (after 3-month probationary period) 

	Holidays:  	 
	7 days per annum 

	Accountable to: 
	MWF Officers and Trustees Committee 

	Responsible to:  
	MWF Honorary Secretary 

	Line Manager:  
	Executive Officer 


 
RESPONSIBILITIES 

The Communications and Administration Officer will be part of the Central Office team and will work closely with the Executive Officer, including covering responsibilities over periods of leave. The description of roles is indicative. 
 

Communication, marketing and publishing 
· Develop and execute creative publicity ideas to increase MWF’s visibility and membership. Lead the design of high-quality literature, digital advertising, and online content. 
· Promote the MWF and its projects with regular monitoring, responding and updating activities on social media (Twitter, Facebook and Instagram)  
· Contribute to the MWF External Relations sub-committee.
· Assist the Executive Officer in maintaining the MWF website, ensuring events, prizes, grants and other Federation information is updated regularly.
· As part of the Editorial team, you will assist the Editor of the in-house magazine Medical Woman, with administration, sub-editing and preparing the magazine for publication twice a year.  

Membership 
· Help to maintain and update the MWF membership database and membership subscription renewal process, including BACs notifications 
· Ensuring email distribution of MWF notices as required 
· Develop good relations with members and potential members   
 
Administration 	 
· Provide support to ensure smooth running and administration of the MWF activities – this may include attending meetings, developing draft minutes for review, recording and following up actions to completion 
· Being the office point of contact for members and members of the public. Dealing with all email and telephone queries promptly and effectively, referring complex queries to the Executive Officer 
· Provide administrative support to the MWF President and Officers. 
· Ensuring the smooth running of the office during the absence of the Executive Officer
· Actively take part in discussions about policy and strategy   

Events 
· Attendance at the two major Trustees meetings annually (May and November). 
· Attendance at the two annual MWF Conferences. The conferences may take place virtually or face-to-face; there will be time off in lieu.  
· Working with the Executive Officer, help co-ordinate the bi-annual MWF conference preparation, this includes multitasking a variety of responsibilities to support the events, such as social media announcements, flyers, and emails to members
· Co-ordinate marketing for MWF webinars, such as emails, flyers, social media announcements

 Other responsibilities may include: 
· Help write an internal monthly newsletter using Mailchimp 
· Co-ordinate outreach and promotion activities to external organisations 
· Prepare media releases and statements in consultation with the President or senior officers as appropriate 
· Administrating of awards provided by MWF. Circulating notices to the relevant contacts, processing applications, co-ordinating with judges and notifying applicants of decisions 
· Representing MWF and attending (when required) national events, Royal College career events, Medical Schools’ fresher fairs, and networking with other charities

 
This post and its role requirement will develop with the needs of the charity and should not be seen as an exhaustive list of responsibilities.   
 
PERSON SPECIFICATION 
 
Essential knowledge, experience and skills: 
 
Knowledge: 
· Educated to degree level or able to demonstrate relevant experience 
· Basic knowledge of GDPR compliance 
 
Experience: 
· Proven experience of effective administration of meetings including accurate recording and minute-taking 
· Experience of maintaining websites using Content Management System (CMS) 
· Relevant experience in maintaining a busy office; monitoring accounts, writing reports, dealing with telephone and written queries, and project management 
· Experience of supporting senior executive staff, including support to a team  
· Experience of developing marketing materials
· Experience of creating engaging content on social media
 
Skills: 
· Confident self-starter with a strong knowledge of and experience in creating content for websites and social media channels 
· Excellent time management and organisational skills with the ability to prioritise own workload, deal with conflicting demands and meet tight deadlines 

· The ability to develop and execute new and creative publicity ideas 
· Good computer literacy and knowledge of MS Office (Word, Excel, PowerPoint, Access, Outlook, including mail merges) 
· Knowledge of information management systems including databases
· Able to demonstrate discretion and adhere to professional standards and confidentiality 
· Numeracy skills 
· Excellent communication skills  
· No criminal convictions (this post is excluded from the Rehabilitation of 
Offenders Act and all convictions must be declared) 
 
Desirable: 
· Interest in campaigning for equity for women at work 
· Ability to analyse information and identify issues  
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· Ability to network
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