
 
 

 

 

RECRUITMENT PACK:  Norwich Society Co-ordinator  

The Norwich Society helps preserve what is important of Norwich’s built heritage and 

encourages good new design which the Society considers will be the heritage of the future. We 

encourage people to explore and enjoy Norwich, and shine a spotlight on little known aspects of 

Norwich history for enjoyment and education. 

The Society is a Charitable Incorporate Organisation CIO (registration number 1189593) founded 

in 1923. A voluntary organisation with approximately 750 individual and 20 corporate paying 

members, it is primarily funded through membership subscriptions.  It employs a contractor to 

provide administrative and support services and rents office space in The Norwich Historic 

Churches Trust’s visitor centre and offices in St Martin at Palace Church in Norwich. 

We are seeking to appoint a Co-ordinator to deliver the day to day operations and to provide 

administrative support for the Society’s activities. See attached Scope of Work for full details.  

We are looking for someone who has the experience and confidence to work independently, 

who has good office and IT skills and is good at dealing with people.  Knowledge of Norwich’s 

built environment is not required although a reasonable interest is expected. 

The role is part-time to include occasional evening and weekend working to attend committee 

meetings and coordinate member events. The Society is happy to allow flexible working, such as 

working from home for part of the week or varying the days being worked. 

The successful candidate will need to be self-employed for which an annual fee of £16,500 will 

be paid. 

An overlap with the current Co-ordinator is envisaged to provide adequate induction. 

If you would like an informal talk about the role please email the current Co-ordinator, Rachel 

Kirk to arrange a telephone call at admin@thenorwichsociety.org.uk 

How to apply 

Applicants should email a concise CV plus a statement (A4 x 2 maximum) evidencing how your skills 

and experience relate to the duties and meet the requirements of the person specification to   

admin@thenorwichsociety.org.uk  

 

Deadline for applications: 31st January 2021 

 

 
Working with COVID 

Committee and other meetings and communications with members are undertaken by Zoom, 

telephone and email.  The live events programme has been put on hold and has been replaced 

by virtual talks and tours. The Society has an independent office space in St Martin at Palace 

Church where the landlord, Norwich Historic Churches Trust, has robust COVID procedures in 

place.  The Church is currently closed to the public.  
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SCOPE OF WORK 
 

Post:   Coordinator 

 
Based at:  St Martin at Palace Church, St Martin at Palace Plain, Norwich, NR3 !RW, 

but some flexible home working can be undertaken with agreement 

 

Position reports to:  Chair of the Norwich Society 

 

Hours of work: 1,200 hours over a year, on average 23 hrs per week, which can be 

managed flexibly in accordance with the Norwich Society’s needs and the 

post-holder’s personal circumstances 

 

Fee: Annual fee of £16,500 to be paid in monthly instalments. 

 

JOB PURPOSE  

To provide administrative support to The Norwich Society CIO in furtherance of its objects to 

promote and encourage the following objects by charitable means but not otherwise: 

1. To encourage public interest in and care for the beauty, history and character of Norwich and 
its surroundings.  
2. To encourage the preservation, development and improvement of features of general public 
amenity or historic interest in Norwich and its surroundings.  
3. To encourage high standards of Architecture and Town Planning in Norwich and its 
surroundings.  
 
To further these objects by means of meetings, exhibitions, lectures, publications, and other 
publicity, by cooperation with other bodies, and by promotion of schemes of a charitable nature.  
 
KEY RESPONSIBILITIES AND ACCOUNTABILITIES 
 
1.   To provide administrative support to the work of the Executive and Officers 

a. Act as first point of contact for the Norwich Society and guide those contacting the 
Society to the relevant committee officer. 

b. Respond to requests for information from a variety of sources, such as the City Council, 
Society members, community campaigners and the media. 

c. Under the instruction of the Officers and the Executive, provide administrative support to 
initiatives and events in the furtherance of the Society’s aims. 

d. Provide administrative support in scheduling meetings of the Executive Committee and 
distributing agendas, papers and minutes. 

e. Take minutes of the Executive Committee, Publicity and Events Working Group and other 
Committee and Working Groups as required. 

f. Provide administrative support to the Chair and the Honorary Treasurer. 
g. Provide administrative support for the Honorary Secretary in organising formal meetings 

of the membership, to include the Annual General Meeting. 
h. Provide administrative support for the biennial Design and Crafts Awards. 

 



 
 

 

2.  To manage the Society’s office 
a. Maintain the Society’s files and other assets, including archiving the agendas, minutes 

and other papers of all formal meetings as well as published reports. 
b. With the advice of the Honorary Treasurer undertake day-to-day financial duties, such as 

banking cheques, issuing and paying invoices, maintaining member subscriptions, basic 
book keeping, record keeping and compiling Gift Aid information. 

c. Liaise with the Norwich Historic Churches Trust staff (landlord). 
d. As authorised by the Officers, purchase and arrange the maintenance of equipment and 

supplies. 
 

3.  Deliver primary membership liaison 
a. Act as the key point of contact for the membership.  
b. Maintain on-line and postal membership records. 
c. Send out welcome packs to new members.  
d. Compile and distribute a monthly on-line member newsletter and other 

communications as required using Mailchimp. 
e. Organise the production, mailing and sale of the biannual member magazine Aspects 

of Norwich and the annual single subject publication. 
f. Work with committee members to sell advertising space in the Society’s publications 

and secure sponsorship and grants for Society projects. 
g. Arrange the distribution of information to the membership. 
h. Provide administrative support to the Business Member programme. 
i. Provide administrative support to encourage volunteer involvement. 
j. Maintain a database of volunteers. 
k. Provide administrative support to the programme of events including booking venues, 

producing and distributing events programmes and coordinating bookings. 
l. Maintain the Society’s website and social media platforms. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

PERSON SPECIFICATION 

  
Essential 

 

 
Desirable 

Qualifications 
 

 Education to at least ‘A’ level 
or equivalent, to include 
English and Maths GCSE or 
equivalent. 

 Eligibility to work in the UK 

 Administration qualification 

Knowledge / 
Experience 

 2 years working in an 
administrative role  

 Experience of committee 
administration 

 Experience of events 
administration and 
coordination 

 Working knowledge of 
general office procedures 
including word processing, 
using spreadsheets and 
databases 

 Experience of working with 
websites and social media 
(Facebook and Twitter) or 
willingness to learn  

 Experience of working with 
volunteers 

 Experience of book keeping 

 Experience of using design 
& layout IT packages for 
desktop & digital Publishing 

 Working in the heritage 
sector  

 Working in the voluntary 
sector 

Aptitudes / 
Behaviour 

 Numeracy 

 Good ICT skills 

 Good communication, face to 
face, on the telephone and in 
writing. 

 Ability to work independently 
with minimal supervision  

 Ability to prioritise workload 

 Ability to converse with a 
diverse range of people at all 
levels 

 Friendly, open personality  

 Knowledge of the Society’s 
areas of interests 

 Interest in the built 
environment 
 

Other 
requirements 

 The ability to carry light loads, 
eg boxes of books, audio-
visual equipment, mailings. 

 Ability to work flexible hours 
(including evenings and 
weekends) 
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