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Job Profile  

 

Job Title                                                   HeartEdge Development Coordinator  

Department                                            HeartEdge 

Responsible to                                       Associate Vicar Partnership Development 

Responsible for                                     N/A 

Key internal relationships                Vicar, PCC, Sheppard Scholar, St Martin-in-the-Fields Trust, St  

     Martin-in-the-Fields Charity      

Main purpose of job 

Work with HeartEdge churches and organisations to build resource, grow membership and develop the 
network as a dynamic movement for change.  Organise resources and events to grow an ecumenical 
network of churches and organisations across the UK and overseas, you will seek to discover together what 
it means to be both “at the heart and on the edge.” 
  
Main duties and responsibilities 

1 HeartEdge 

 Assist with the development of the HeartEdge strategic plan 

 Assist with the development on an annual HeartEdge delivery plan 

 Use data and research to initiate and contribute to the growth of HeartEdge  

 Implement HeartEdge strategy  

 Liaise with membership on involvement in the network, volunteering, growth of the network, 
provision of resources and enabling easy annual subscription renewal  

 Recruit and support HeartEdge volunteers 

 Liaise with the Trust on HeartEdge funding  

 Recruit Project Group and Steering Group members and organise meetings 

 

2 Communication  

 Provide the support necessary to build relationships, organise and weave the network by actively 

supporting connections between HeartEdge members and other initiatives 

 Identify and reflect members’ needs and interests in order to ensure the operation of an effective 

network 

 Send renewal letters to existing HeartEdge members 

 Send mails out of HeartEdge publicity 

 Prepare handouts for HeartEdge events 

 Proactively  keep up to date with research and media related to Heart Edge  

 Develop and update HeartEdge social media and/or website so as to demonstrate the digital story  

 Prepare and send the monthly HeartEdge Mailer 
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3 Networking and events 

 Promote HeartEdge widely through press/media, social media, events, institutions and networks 

 Identify potential members of HeartEdge and facilitate their active participation 

 Publicise HeartEdge to Suffragan Bishops, Circuit Superintendents and equivalents 

 Together with the Associate Vicar, organise events and other actions in the HeartEdge delivery plan 

 Actively develop an on-going awareness of potential partnerships opportunities 

 Develop and maintain strong working relationships with existing partner organisations and to 

explore potential new ones 

 Set up rooms and organise catering for HeartEdge events held at St Martin’s 

 Manage registrations for HeartEdge events 

4 Data management and administration  

 Assist in the setting up and maintenance of systems, record keeping and processes in regard to 

events, activities, finances, membership administration, applying GDPR  

 Analyse and research relevant data to use where appropriate 

 Assist in writing up research findings into reports  

 Report on outcomes and impacts of projects  

 Set up and maintain databases for members and the wider mailing list 

 Record HeartEdge expenditure and income 

 Organise HeartEdge recordkeeping systems 

Nature and scope of the job 

HeartEdge is a movement for renewal within the Church which supports churches in blending their mission 

around four key areas: Congregation, Commerce, Culture and Compassion.  It provides opportunity for 

churches to learn from each other, celebrate success and plan for the future.  “At the heart.  On the edge” is 

the vision statement developed by the congregation of St Martin’s. 

St Martin’s is a large and diverse organisation consisting of visual art exhibitions, a comprehensive concert 

programme along with the Café in the Crypt and Café in the Courtyard, Events and Shop at St Martin’s, 

working alongside regular services and activities in the church and charity.  

This is an interesting, wide ranging and supporting role requiring a broad range of skills.  You will be 

working directly with the Associate Vicar Partnership Development, in supporting the newly blossoming 

team of HeartEdge, therefore excellent communication and relationship building skills are a key part of this 

role.   

While working in a lively office based environment, this role will offer a rich overview of the various aspects 

of St Martin’s. The job involves travel to churches in the network and to HeartEdge events and meetings. 

This will sometimes involve overnight stays. 

Knowledge, skills and abilities  

Essential 

 Inspired by the opportunity to contribute to the renewal of the Church. 

 Excellent research, analytical and evaluation skills 

 Excellent written and verbal communication skills 

 The ability to adapt easily and readily to many different situations  

 Strong, demonstrable administration skills 

 Self-motivation and discipline  

 Excellent team player who can also work well autonomously  

 Excellent knowledge of Microsoft packages, and databases 

 Work easily and efficiently with the St Martin’s team  

 Comfortable at communicating with a large range of stakeholders  

 Ability to communicate a broad vision and be creative in how to practically realise it 
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 Experience planning and running events of different sizes and types 
 

Desirable 

 Good understanding of HeartEdge and what it does 

 Experience of working in a similar organisation  

 

Additionally will need to:  

 Enthusiastic about the ethos and work St Martin’s 

 And, great interpersonal skills and a calm “can do” attitude! 

 

 

 


