
 

 

Communications Volunteer 

 

Purpose and Objectives 

To support the District’s Communications Officer with a wide range of tasks, including e-

communications, website development and maintenance, and promoting news and activities of the 

District through our various social media channels. These tasks will enable the London District to 

provide effective support to Ministers and Churches across London. 

 

Responsible to:  Communications Officer  

Time commitment: 2-3 days per week, but this is flexible 

 

 

Main Responsibilities   

Communications: 

 To provide administrative assistance in the production of the District’s weekly e-newsletter 
and/or e-mailshots to relevant groups of people across the District as required (normally 
weekly or fortnightly); 

 Providing administrative support for the Communications Officer and wider Admin Team by 
helping to maintain the team’s MailChimp account and ensuring compliance with data 
protection requirements; 

 Provide assistance in the creation of District publications. 
 
Website: 

 Supporting the Communications Officer with maintenance requirements for the District’s Wix 
website; 

 Assisting in the provision of oversight for the website and look for opportunities to further 
develop the site to support the District’s long-term working. 

 
Social Media: 

 Working with the Communications Officer, update the social media schedule and work with 
other District Team members to schedule in social media activity; 

 Produce posts for social media through the Hootsuite account, for Facebook, Twitter and 
Instagram; 

 Assist the Communications Officer in monitoring social media comments and helping to build a 
greater online presence. 

 

 Other general work within the remit and expectations of the role, in discussion with the 
Communications Officer. 

 

Person Spec:  

Essential  



 Have a keen interest in communication, specifically website and social media, and willing to 
explore the possibilities to learn more; 

 A methodical approach to their work, with an attention to detail; 

 Is able to work within a team, but also under instruction; 

 Have an understanding of confidentiality and information sharing; 

 Excellent verbal and written communication skills; 

 Good working knowledge of IT applications, including Word, and Excel; 

 Sympathy with the ethos of the Methodist Church 
  



Terms and Conditions  

 

Terms of appointment: The role is voluntary, although we do ask for a commitment of at least 
a day and half per week, for a minimum of six weeks. 

 
Confidentiality: This role requires an appropriate standard of confidentiality. 

Unauthorised disclosure of confidential or privileged information may 

mean that you are removed from the role. By signing this application, 

you are confirming that you acknowledge the confidential nature that 

the position may entail, and that you agree not to disclose confidential 

or privileged information without authorisation. 

 
Equal Opportunities: The District is committed to equal opportunities, anti- 

discrimination and anti-oppressive policy and practice. No one we have 
contact with may be discriminated against either directly or indirectly on 
the grounds of gender, race, nationality, religion, cultural group, marital 
status, sexual orientation, age or impairment. The policies applies to 
job applicants, employees, volunteers, users and beneficiaries of our 
services. 

 
 
Physical Conditions: A desk can be provided in the London District Office in Methodist 

Central Hall Westminster, SW1H 9NH, from September, although over 
the summer, most work can be done from home with online meetings 
as required. 

 
 
Remuneration: Reasonable out of pocket expenses will be reimbursed, but these 

should be agreed in advance. 
 
 
 
 
 
 
 

 
 


