
 

CWJ Communications and Events Assistant: 
Job Description and Person Specification 
 
Reports to:   Operations Manager 

 
Salary:   £22,000 pa 

 
Hours:   Full-time, 37.5 hours per week 
 
Location: Based in London with some potential travel across England & Wales 
 
Contract:  Fixed term for 1 year. All positions are subject to funding 
 

 
This is an exciting new role for someone wishing to be part of the growth of an impactful new 

feminist legal charity.   

 

We are looking for a pro-active and enthusiastic feminist to assist the Operations Manager with our 

communications strategy, key aspects of our fundraising strategy and the administration of training, 

conferences, meetings and events. 

For this role, we particularly welcome applicants from individuals from African, Caribbean, Asian 

heritage and other ethnic heritage communities. We also welcome applications from people with 

disabilities 

 

Main Tasks 
 

- Assist with social media presence on Twitter, Facebook and LinkedIn - maintaining a digital 

content diary 

- Assist with social media monitoring and analysis 

- Assist with digital newsletters  
- Assist in maintaining web content 

- Implementing and maintaining a press cutting library 

- Updating databases and mailing lists 

- Assist with donor stewardship  
- Assisting with the organisation of training, conferences and other events 

- Provide administrative assistance to the Operations Manager, CWJ team and Board of 

Trustees as required 

 

 



 
 

 

 

Person Specification 
 
Essential 

 

- An understanding of, and commitment to, the aims and values of the Centre for Women’s 

Justice 

- Excellent verbal and written English language skills including the ability to communicate 

appropriately with a range of audiences 

- Experience of working on digital communications for an organisation or campaign, either in a 

voluntary or paid capacity 

- Good attention to details and accuracy 

- Excellent administration and time management skills and ability to manage and prioritise 

work load 

- Good IT skills and the ability to learn new software quickly 

- Self-motivated, enthusiastic and adaptable 

- Ability to work effectively as part of a small team 

- A feminist perspective on how gender, social, economic, race, cultural, linguistic, religious 

and sexual orientation issues may impact on people’s lives  

 

Desirable 
 

- Willingness and ability to (i) be flexible about working hours, including attendance at 

evening meetings as required, and (ii) travel to other parts of the country from time to time, 

sometimes staying overnight 
- An understanding of violence against women and an interest in the law. 

 

 

To apply for the post 
 

Please use the application form. CVs or cover letters will not be considered. Incomplete application 

forms will not be considered. No agencies please. 

 

Completed application forms must be received by midnight on 21st April 2019 

Late applications will not be considered. Please email applications to Nic Mainwood 

n.mainwood@centreforwomensjustice.org.uk 

 


