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Engagement & Administration Lead  

Location: 	Flexible with remote and office-based working (Chislehurst)
Job Type: 	Part-Time (Flexible - 16.8 hours per week, mainly worked during term time)
Salary: 	£14,918
Reports to: 	CEO
About Spinnaker
Spinnaker’s mission is to inspire children in primary schools to engage with the Christian faith through creative, engaging, and thought-provoking assemblies and lessons. Our dedicated team work closely with schools to deliver high-quality, values-based teaching that supports spiritual, moral, social, and cultural development. We partner with local churches and volunteers to bring stories of hope, faith, and resilience to young people.
As a charity, we rely on the generosity of supporters, donors, and volunteers who share our vision of making a lasting difference in the lives of children. This role will be vital in strengthening these relationships and helping to sustain and grow our mission.
Key Responsibilities
Fundraising & Development Support
· Research and draft funding applications and fundraising appeals.
· Assist in the planning and promotion of fundraising campaigns and events.
· Support the development of donor engagement and supporter journeys.
Storytelling and Content Creation
· Produce Spinnaker’s regular newsletter, gathering stories, editing content, and ensuring timely distribution.
· Manage and create content for social media platforms, increasing reach and engagement.



General Communications
· Ensure consistency of tone, messaging, and branding across all communications.
· Work collaboratively with colleagues to gather content and share updates.
· Use data and feedback to review and improve communications and engagement activities.
· Update and maintain website content as and when required.
· Collect and share stories of impact to demonstrate the value of Spinnaker’s work.
Administrative and Data Management
· Maintain accurate and up-to-date records of donors, supporters, and fundraising activities using Spinnaker’s database system.
· Ensure timely and thoughtful stewardship of supporters, including drafting and sending personalised thank-you letters and acknowledgements.
· Provide administrative support, helping to ensure smooth operations.
Person Specification
· Excellent written and verbal communication skills, with the ability to tailor messages for different audiences.
· Strong interpersonal skills – a genuine “people person” who enjoys engaging with others.
· Confidence using digital communication tools and social media platforms.
· Good organisational skills, with the ability to meet deadlines.
Personal Qualities
· Creative, enthusiastic, and proactive, with a flair for storytelling.
· Passionate about Spinnaker’s mission and committed to our values and goals.
· Flexible and proactive, with a can-do attitude and readiness to help where needed.
· Detail-oriented, with a focus on accuracy and quality.
As this role involves representing the Christian ethos of the organisation, it is a Genuine Occupational Requirement that the post-holder is a practising Christian (Equality Act 2010, Schedule 9).
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