
JUBILEE DEBT CAMPAIGN 
The Grayston Centre, 28 Charles Square, London, N1 6HT 
Tel: +44(0)20 7324 4722 
Email: info@jubileedebt.org.uk 
Web: www.jubileedebt.org.uk 
 

TEMPORARY CAMPAIGNS AND ADMINISTRATION ASSISTANT 
Full-time, fixed term 16-week contract from 1 September 2015 
£26,658 per annum 
Deadline for applications: 10 am, Monday 17 August 2015 
Interviews: Thursday 20 or Friday 21 August 2015 
 
 

JOB PROFILE  
 
1. About Jubilee Debt Campaign 
 
Jubilee Debt Campaign is a campaigning coalition with 12,000 supporters and 50 member organisations. We are 
part of a global movement demanding freedom from the slavery of unjust debts and a new financial system that 
puts people first. Inspired by the ancient concept of ‘jubilee’, we campaign for a world where debt is no longer used 
as a form of power by which the rich exploit the poor, and for the structural changes to the global economy that 
are needed to realise this. We believe that freedom from debt slavery is a necessary step towards a world in which 
our common resources are used to realise equality, justice and human dignity. 
 
2. The Post 
 
The Campaigns and Administration Assistant is an important role – pivotal to the smooth running of this small but 
busy office of 6 staff members. The postholder will provide wide-ranging support to JDC’s campaigns in a number 
of different areas, including campaign planning and communications, events logistics, liaison with activists and 
supporters, producing and distributing materials, and general administration. S/he will be supervised by the Senior 
Campaigns and Communications Officer, and will have to work in close co-operation with other staff (most notably 
the Senior Finance and Administration Officer), but with substantial day to day independence. 
 
The post is for a fixed term of 16 weeks. JDC offers 26 days leave per annum, together with contributions to a 
personal pension of the staff member’s choosing.  The salary will be £26,658 pa (£2,221.50 per calendar month).  
 
3. Job Description 
 
CAMPAIGNS, POLICY & ACTIVISM 

- Maintaining a knowledge of the key arguments and demands of our priority campaigns 
- Helping with media monitoring and policy research 
- Supporting campaign and activism strategy development and implementation 
- Supporting development and organisation of Jubilee Debt Campaign events, including conferences, 

protests, stunts, and our presence at other events, including festivals 
- Supporting the Campaigns Working Group, including with scheduling meetings, liaison with members, 

and drafting agendas and minutes 
 
COMMUNICATIONS 

- Helping with the design, development, production and distribution of physical campaign, communication, 
policy and fundraising materials, including writing and editing copy, liaison with designers, printers and 
mailing houses, and organising mail-outs of materials. 

- Helping with the production and distribution of electronic supporter communications and actions. 
- Managing stock of campaign and promotional materials. 
- Helping with the drafting and uploading of website content, including picture research 

 
MEMBER SUPPORT/ DATABASE MANAGEMENT 

- Dealing with supporter enquiries by phone, post and email 



- Maintaining and updating contact records on the database, including recording donations and syncing 
with website and email data 

- Thanking donors and sending out campaign materials requests 
 
OFFICE MANAGEMENT 

- Opening and sorting post 
- Such other tasks as may be required from time to time to ensure the smooth running of the office 

 
ORGANISATIONAL 

- Inputting into organisational strategy development 
- Participating in staff meetings on both strategy and day-to-day operations and helping with facilitation 

 
4. Reporting 
 
Line-managed by the Senior Campaigns and Communications Officer. 
 
5. Relationships 
 

- Working with the Senior Campaigns and Communications Officer on campaigns content and 
communication. 

- Working with the Senior Finance and Administration Officer on membership support and administration 
issues 

- Working with the Campaigns team (comprising the Director, Senior Campaigns & Communications 
Officer, and Senior Policy & Campaigns Officer) on campaign planning and implementation. 

- Liaising with Jubilee Debt Campaign’s activists, supporters and the general public. 
- Working with the full staff team on planning and strategy development.  

 
7. Person Specification 
 
ESSENTIAL 
 
Skills/Experience 

 Some knowledge and experience of campaigning and activism in relation to global justice issues 
 Some experience of day-to-day tasks and small projects in a campaigns or supporter relations environment.  
 Some experience of events logistics and organisation (such as conferences, seminars, workshops, 

mobilisations, stunts or direct actions). 
 Skilled at using office software, including Word, Excel, Access and email/internet tools. 
 Some experience of maintaining and manipulating databases with a high degree of accuracy and timeliness. 
 Literate – with the ability to draft text for website content and general supporter communications, and to 

provide written responses to more specific member/supporter enquiries. 
 Ability to communicate clear, confident and helpful manner on the phone and in writing with internal and 

external parties. 
 Committed - the desire and motivation to work for an organisation working for international debt justice. 

 
 
Attributes 
 Self-starting – able to take responsibility for delivering tasks and projects without day-to-day supervision. 
 Team Player – able to work supportively and collaboratively with others and play a role in defining and 

meeting  collective objectives. 
 Adaptable – able to deal with a busy team environment and willing to ‘pitch in’ at times of high activity 
 Personable – able to handle general enquiries with efficiency and sensitivity. 
 Proactive – able to judge when to take initiative and when to refer issues to colleagues. 
 Sensitive towards working with people across political and cultural boundaries.  
 
DESIRABLE 
 
Skills/Experience 



 
 Experience of campaign strategy development. 
 Experience of events management or co-ordination. 
 


