
 
At Connected Voice we’re passionate about improving the quality of life across our 
local communities and working towards a fairer future for all. We’ve been supporting 
people and organisations in the North East for over 90 years.  
Today, our award-winning services mainly cover Newcastle and Gateshead: 

 We provide free advice and support to people and organisations to help 

them make a positive difference, as well as ethical accountancy that directly 

funds our charitable work. 

 We campaign for health equality and represent our charity, social 
enterprise and voluntary community nationally, regionally and locally. 

 We connect people through events and networks, and give people the 
skills they need to advocate for themselves or turn their ideas into a 
successful project. 

 We work effectively and accountably to inspire positive and lasting 
change throughout our community. 

Join our team! 
Connected Voice is committed to providing equal opportunities for all. We wish to 
increase the diversity of our staff and welcome applicants from all sections of the 
community, particularly from people with disabilities and those from ethnically 
diverse backgrounds. We will provide training for the successful candidate. 
 
Our Support and Development team supports charities, community organisations 
and social enterprises to make a positive difference in their communities. We’ve been 
helping to establish and run successful charities and projects in Newcastle and 
Gateshead since 1929 so there’s very little we don’t know about how to turn a good 
idea into a thriving project.  These days, we focus our support on Newcastle and 
Gateshead, but organisations outside our main patch regularly use our charged for 
services. 
The Support and Development team is made up of five Support and Development 
Officers, an OurGateshead and Connected Voice Membership Officer and a Support 
and Development Coordinator. In 2020/2021 we helped organisations to secure 
£923,545 of grant funding and supported 283 organisations in a wide range of areas, 
from funding advice to governance, policies and legal structures. In addition to our 

https://www.connectedvoice.org.uk/services/advocacy
https://www.connectedvoice.org.uk/services/support-and-development
https://www.connectedvoice.org.uk/services/charity-business-services
https://www.connectedvoice.org.uk/services/haref
https://www.connectedvoice.org.uk/representation-and-voice
https://www.connectedvoice.org.uk/services/support-and-development/events


free advice services, we also offer in-depth support around registering a legal 
structure, developing and implementing policies, creating a funding strategy and 
undertaking a full organisational strength review. Our extensive training programme 
is free to organisations in Newcastle and Gateshead, and we also run six themed 
Networking Events a year, which bring local organisations together to share 
information and connect with one another. 
Our services have been vital in supporting organisations of varying shapes and sizes, 
particularly through the challenges we have seen over the last couple of years. We’re 
proud of our achievements and the impact of the wider Connected Voice family of 
services. This is a brilliant opportunity to join a leading charity in the North East. 
 

The benefits of working at Connected Voice: 
Our values are intrinsic to the way work. We’re continually striving to be an 
outstanding and inclusive employer. This means when you join our team you can 
expect flexible working, generous annual leave, a Scottish Widows pension scheme, 
enhanced sickness benefit, life insurance, a Cash Health Plan, Bike to Work scheme 
and Corporate Metro Pass scheme (See below for details). At Connected Voice we 
promote and celebrate diversity. A friendly and supportive workplace, we’re proud of 
the difference we make through our work.  

  

https://www.connectedvoice.org.uk/about-us/our-impact
https://www.connectedvoice.org.uk/about-us/our-values
https://www.connectedvoice.org.uk/about-us/our-awards
https://www.connectedvoice.org.uk/news-and-information/news/our-commitment-equity-diversity-and-inclusion


Job Description: 
 

Job title: OurGateshead and Connected Voice 
Membership Officer 
 

Salary: 
 

The salary is currently £26,494 pro 
rata per annum for part time working 
 

Hours: 
 

Up to 30 hours per week. There is a 
flexitime system in operation 
 

Contract type: 
 

Permanent  

Reports to: 
 

Support and Development 
Coordinator 
 

Office base: Connected Voice, Higham House, 
Higham Place, Newcastle upon Tyne, 
NE1 8AF  
 
Connected Voice is currently piloting 
hybrid working.  A decision about 
whether or not to maintain hybrid 
working will be made in June 2022 
 

Training and support: The successful candidate will receive 
training in using Connected Voice ICT 
systems and in all areas of the role 
 

Last reviewed: 
 

May 2022  

 
1.  Job Purpose 
 

1.1 Continue to develop and promote OurGateshead so that the platform 
remains functional, secure and meets the needs and expectations of 
voluntary, community and social enterprise (VCSE) organisations, 
Gateshead residents and other stakeholders including Gateshead 
Council  

 



1.2 Support Connected Voice’s digital strategy by  

 Developing the use of digital tools for example: Connected Voice’s 
database and websites  

 Supporting Connected Voice staff in the use of these tools 
   
1.3  Support the growth of Connected Voice’s membership by  

 Maintaining the data held on members 

 Provide regular reports on membership to ensure a wide range of 
areas / demographics are covered  

 Approaching potential new members in Newcastle and Gateshead  

 Working with Marketing and Communications Officer to promote the 
benefits of membership 
 

1.4 Support the accurate data collection, analysis and reporting of  

 Connected Voice’s members and other organisations working in the 
area  

 Connected Voice’s work with organisations and partners 
 
1.5 Provide reception support for Connected Voice, as required, by 

welcoming stakeholders and partners to the office, answering telephone 
calls, and dealing with post       

  
2.  Knowledge, skills and experience required 
 
2.1  The successful candidate will be experienced in maintaining and 

updating websites and/or social media platforms  
 
2.2. The successful candidate will have confidence in using different ICT 

systems to store and maintain customer or user records on a database  
 
2.3  The successful candidate will have experience of providing support in 

use of websites and digital tools and be able to present and promote 
OurGateshead and other digital resources offered by Connected Voice 

 
2.4  The successful candidate will have an understanding of data protection 

and data governance  
 
3.  Key responsibilities 
 



3.1  Continue the development of OurGateshead to ensure it remains 
functional, secure and meets user needs and expectations 

 
3.2 Provide training and one to one support when necessary to registered 

OurGateshead users to increase their capacity to ensure site information 
is up to date, relevant and useful 

 
3.3 Conduct regular promotion and user surveys to inform future 

development and functionality of OurGateshead is in line with user 
expectations and capacity 

 
3.4 Maintain OurGateshead social media platforms to promote the site 
 
3.5 Support the Marketing and Communications Officer with Connected 

Voice’s social media, website and other digital tools 
 
3.6 Use Google Analytics (or other relevant analytics software) to monitor 

use of OurGateshead  
 
3.7 Regularly contribute to Connected Voice’s e-bulletins, social media, 

magazine and websites 
 
3.8 Develop and maintain links with Gateshead Council and other public 

sector agencies including but not limited to Newcastle Gateshead 
Clinical Commissioning Group and other NHS services 

 
3.9 Maintain and develop Connected Voice’s database of  

 Members  

 Organisations and partners  

 Key contacts and local organisations 
 
3.10  Provide regular monitoring reports on membership and Connected 

Voice’s work with organisations and partners  
 
3.11 As a key member of the Support and Development team contribute the 

wider development and support needs of the VCS in Gateshead and 
Newcastle  

 



3.12 Take responsibility for specific projects as agreed with Support and 
Development Coordinator/ Strategic Partnerships and Operations 
Manager and/or Chief Executive 

 
3.13 Work effectively with and provide support and advice to Connected 

Voice’s other services and projects as and when required 
 
3.14 Promote Connected Voice’s charged for services and other products 

developed by Connected Voice 
 
4.  Person specification 
 
Essential requirements necessary for the role:  
 

 Ability to work with people individually and in groups, and support them 
to achieve their aims 

 Experience of working across boundaries, in a partnership environment 

 Ability to manage a varied and demanding workload and meet deadlines 

 Ability to work with different communities in an culturally appropriate 
way  

 Ability to use ICT effectively for communications and information 
management 

 Ability to work on your own and in a team environment 

 Ability to be flexible and work outside normal business hours (9am to 
5pm) when necessary 

 

Desirable requirements necessary for the role: 
 

 Experience of Content Management Systems  

 Experience of Customer Relationship Management (CRM) systems  

 Ability to produce concise and accurate reports  

 Understanding the needs of micro and small VCSE organisations  
 
Personal attributes: 
 

 Commitment to the values, aims and purpose of Connected Voice  

 Commitment to detail, ensuring all work is accurate, concise and 
understandable 

 Commitment to equality and diversity 

 Enthusiasm, energy, and resilience 



 Understanding of how to work within professional boundaries 

 Willing to work in co-operation with team members 

 Willing to work flexibly and creatively within their role 

 Organisational and time management skills 
 
5. General requirements 
 

 To contribute to developing Connected Voice and all of its services 
 

 To assist with monitoring the work and with producing regular 
monitoring and evaluation reports including to funders, managers, 
trustees and annual reporting as required 

 

 To attend staff meetings, team meetings, supervision, annual appraisal 
and other meetings as required 

 

 To maintain up to date knowledge and skills required to fulfil the duties 
of the post including taking part in training, information briefings and 
reading 

 

 To work within Connected Voice values, policies and procedures 
 

 To ensure equality and diversity is integral to Connected Voice’s work 
and that the needs of people, groups and communities that experience 
disadvantage and/or discrimination are prioritised 
 

 To deliver services in ways that ensure Connected Voice maintains 
quality standards 

 

 To service own administrative needs and be responsible for organising 
and prioritising own workload 

 

 To carry out occasional other duties as agreed in line with the aims of 
Connected Voice 

 

6.  Equity, diversity and inclusion 
 
Connected Voice is committed to promoting equity, diversity and inclusion, 
and will take steps to challenge discrimination, harassment and victimisation in 
everything we do. 



 
No organisation or individual to whom we provide services will be 
disrespectfully treated or discriminated against by us on any condition or 
requirement that cannot be shown to be justified including but not limited to 
the nine protected characteristics defined in the Equality Act 2010. 
 
7.  General Data Protection Regulation (GDPR) 
 
Connected Voice has included with the application pack the Employee Data 
Protection and Privacy Policy which sets out information in relation to the 
processing of employee and recruitment data. 
 
The information you provide on the application form is strictly confidential.  It 
will only be seen by the interview panel and recruitment administrator.  
However, if you are offered employment with us it will be placed in your 
personnel file to which only the Chief Executive, Office Manager, Chair and 
Vice Chair will have access.  If appointed the application form will be kept for 
the duration of your employment and for nine months afterwards.  If you are 
unsuccessful in your application for employment, your application form will be 
held for six months following your interview in the event there are any queries 
and will then be shredded. 
 
As part of our assessment, we may have to carry out checks to verify the 
information provided by you.  We may obtain information about you from 
third parties (including referees) and disclose your personal data to certain 
third parties such as law enforcement bodies for this purpose. 
 
8.  Terms and Conditions 
 
Holidays:  29 days per annum, bank holidays 

plus 3 days between Christmas and 
New Year (pro rata for part time 
hours) 
 

Pension: Scottish Widows pension scheme – up 
to 5% employer and employee 
contribution 
 

Probation 
 

There is a probationary period of 6 
months 



Notice A minimum notice period of four 
weeks on either side is required 

Benefits: 
 

 BUPA cash health plan – paid 
for by employer   

 Enhanced sickness benefit 
scheme depending on length of 
service – qualifying period of 6 
months 

 Life insurance – two times 
salary cover 

 Flexitime system 

 Credit Union savings scheme – 
save directly from salary 

 Bike to Work scheme 

 Corporate metro pass scheme 

 Long service awards 
 

Connected Voice awards  Investors in People 

 North of Tyne Good Work 
Pledge 

 Real Life Living Wage Employer 

 Time to Change – Mental 
Health  

 Better Health at Work – Gold 
Level 

 Disability Confident 

 2022 Outstanding Advocacy 
Awards for Strategic Work on 
Safeguarding 

 2022 Outstanding Advocacy 
Awards for Hate Crime 
Advocacy Service 

 Quality Performance Mark for 
Advocacy 2022 

 
9.  Changes to job descriptions 
 
All jobs are subject to change from time to time and this job description will be 
reviewed regularly. 



 
The job description is a guide to the work required to be undertaken and 
represents a range of responsibilities in line with the grade for the post. 
 
10.  Returning your application form 
 
Before completing the application form carefully read through the Job 
Description and Person Specification.  Bear in mind the requirements of the job 
and use the form to explain how you satisfy the various criteria.  You should 
not enclose a CV as this will not be considered by the interviewing panel, but 
you may include additional sheets where there is insufficient room on the 
application form.  
 
Please return your application form by 12 noon on Monday 27th June 2022. 
All forms should be returned to: judith.temple@connectedvoice.org.uk 
 
Interviews will be held on Friday 1 July 2022 at the Connected Voice offices at 
Higham House, Higham Place, Newcastle upon Tyne, NE1 8AF. 

mailto:judith.temple@connectedvoice.org.uk

