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Job Description 
Membership and Marketing Officer 

 
LWPT 
The Leaders of Worship and Preachers Trust provides resources, events and support for 
preachers from all Christian denominations.  Our flagship resource is Preach, a quarterly 
magazine, which focusses on a topical theme each issue and is used by preachers across 
the UK.  The charity is based in a spacious office on the outskirts of Watford. 

 
Purpose of the position 
 
The Membership and Marketing Officer is a new role within the LWPT team.  We want to 
recruit an energetic person with a “can do” attitude who is willing to learn and become a 
vital member within a small supportive team.  As this is a role with a variety of 
responsibilities we are happy to provide training where needed. 
 

Key responsibilities 
 
Reporting to the Marketing and Membership Manager 
- Sending out renewal letters and emails for the Membership scheme 
- Processing new Memberships and renewals using the database 
- Running Membership reports 
- Liaising with the Office Manager to record donations received 
- Answering telephone and email enquiries about Membership 
- Helping organise external events  
- Arranging courier deliveries of magazines and materials to different venues  
- Updating standard letters  
- Creating a picture/image library 
- Managing press releases and monitoring press coverage 

 
Reporting to the Editor 
- Keeping a stock report of magazines, leaflets, newsletters and books 
- Manage archive of printed literature and materials  
- With initial direction take a lead on updating social media 
- With initial direction update LWPT and Preach websites and YouTube (including 

videos) 
- Opportunity to attend training and networking events 
 
General LWPT support 
- Answering general telephone enquiries to the office and directing calls 
- Answering the intercom for the office front door 
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- Partake in training where appropriate 
- General research 
- Attend LWPT events  
- As is usual in a small office, the Membership and Marketing Officer will assist generally 

in the absence of other staff members as required  
 

 

Skills and experience 
Required  
- Familiarity with Christian networks across different denominations 
- Strong interpersonal and communications skills 
 
Desirable  
- Experience of data input  
- Competent with managing social media accounts (Twitter, Facebook, YouTube 

minimum) 
- Competent with IT packages, ie Word, Excel, PowerPoint 
 

Person Specification 
- Openness to change and willingness to learn 
- Enthusiastic, positive and proactive 
- An understanding of and sympathy with our Christian mission and aims 

 
Reporting 
For day to day work, the Marketing Officer works with the Editor and the Marketing 
Manager who supervise their workload.  Over all line management is carried out by the 
Chief Executive. 

Hours 
Up to 25 hours per week, salary up to £15,000 pa. 
LWPT is a flexible employer and hours/days can be arranged by mutual agreement. 
The post holder will be entitled to holidays and the pension scheme. 
 
Application 
To apply for this position please send your CV and a covering letter (of no more than one 
side of A4) to Amelia Gosal, Chief Executive at amelia.gosal@lwpt.org.uk or to LWPT, Unit 
14, Orbital 25 Business Park, Watford WD18 9DA 
 
The closing date for applications is 23 October 2019 (12 noon) and interviews will be the 
following week. 
 
 
 
 
 

 

 


