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Funding and Communications Co-ordinator Application Pack
	How to Apply 

	
Thank you for your interest in the post of 

Funding and Communications Co-ordinator 

Please find below information relating to the organisation, our values and ethos, and details of the vacancy. Please note that only information provided in the application form can be considered in the shortlisting process. CVs will not be considered. 

Applications will be shortlisted by scoring the information provided in the application from against the essential and desirable competencies in the job description and person specification. Please provide as much information as possible, together with examples, to demonstrate how you meet these competencies. All experience is relevant and need not be limited to paid employment situations. 

Completed application forms should be sent to: 
recruitment@moraywomensaid.co.uk 

Closing Date for Applications:   9am  19th January 2026
Invites to Interview issued by:      21st January 2026
Anticipated date for interview:    29th January 2026

Due to our limited resources, you will only receive a response to your application if you are shortlisted for interview. We are unable to provide feedback to unsuccessful candidates at application stage. 
Please note only women need apply under Schedule 9, Part 1 of the Equality Act 2010. 
Please note that a PVG Disclosure check and reference check will be carried out prior to employment  commencing.  




	About Moray Women’s Aid and what we do.

	
Moray Women’s Aid has been providing services for women, children and young people who experience domestic abuse since 1987.  We work across all areas of Moray offering a wide range of services including Refuge and Outreach accommodation, 1-1 support, Advocacy, Counselling, Drop –in centres and a Children and Young Person’s Project.  We also contribute to local training and awareness raising sessions and work with partner agencies to extend coherent and effective services which support and protect individuals who have experienced abuse.
Domestic Abuse is a cross-cutting issue which impacts on all social groups and predominantly affects women.  Domestic abuse occurs in every community in Scotland and prevents thousands of women, children, and young people from living life to the full.  It stops them from being safe, being healthy, being financially secure and being able to develop to their full potential.  Domestic abuse causes homelessness, it disrupts children’s education, and it takes people’s lives.  

Vision, Mission and Values 
Our Vision
To eradicate domestic abuse in Moray by working with our partners and the wider community.
Our Mission
We work with partners and the wider Moray community to raise awareness of domestic abuse and its lasting impact. We provide flexible support which is shaped by women, children, young people and individuals who access our services. We strive to empower everyone to make autonomous choices that create a positive impact on our society and prevent all forms of domestic abuse.
Values
As we adapt our support services to align with our community’s needs, our values remain ever constant and underpin all the work that we do:

· Dignity & Respect – we respect individuals’ views, choices and decisions and support everyone with care.
· Equality – we offer the same resources and support to all individuals.
· Confidentiality – we will not share information without individuals’ consent.
· Empowerment – we support individuals in making their own decisions.
· Non-judgemental Approach – we know that every individual has their own story.
· Empathy & Compassion – we listen and offer an empathetic support service.
· Reliability & Availability – we make our team available for all individuals who need support at that time.
· Dedication & Commitment – we have a dedicated team who are trained for, and committed to, the work that we do.





	The Role 

	Job Title

	Funding and Communications Co-ordinator 


	Restrictions

	Only women need apply under Schedule 9, Part 1 of the Equality Act 2010.


	Hours
	24 hours per week
	Report to
	Services Manager

	Location
	Marleon House, Elgin
	Travel Requirements
	Some travel within Moray

	Salary 
	£16.42  per hour
(£23,624.64 annually)
	Length of Contract
	Permanment




	Job Purpose

	To write grant applications and lead on fundraising to generate both restricted and unrestricted funding to support the ongoing work of Moray Women’s Aid. 

To monitor budgets, report writing for funders, management and the Board, preparing report for audits. 
To raise the profile of the organisation through all appropriate means including face to face, exhibiting at local events; events with partners; web and digital media. 

To harness the existing enthusiasm via volunteers to support the marketing and fundraising drive necessary to raise the profile and reach of the organisation.



	MAJOR TASKS & RESPONSIBILITIES

	·  Develop and execute a comprehensive grant strategy aligned with our organisational goals
· Research and identify potential grant opportunities from various funding bodies
· Produce compelling and persuasive grant proposals, letters of inquiry and supporting documents
· Manage the full grant lifecycle from application to reporting
· Collaborate with Board of Directors, Management Team, Finance and staff to gather information for funding applications, reports and budgets.
· Maintain accurate records of all grant activities
· Build and Nurture relationships with current and potential funders
· Track and report on grant performance metrics
· Create detailed budgets and financial projects for proposals
· Contribute to and lead the overall fundraising strategy for the organisation
· Stay informed about the UK charity sector, funding trends, and relevant policy changes
· Maintain website pages by uploading new content and ensuring information is current.
· Draft, proof and edit copy for social media, email, blog posts, publications and website updates, ensuring that the content is engaging, easily understood and tailored to the audience’s needs.
· Liaise with colleagues to gather stories, approvals and materials for campaigns or communication plans.
· Ensure all content meets accessibility, safeguarding and brand guidelines.
· Monitor the media for coverage of the charity and the sector, reporting to the wider team and charity as required.
· Maintain media contact lists, media responses and coverage and image libraries.
· Coordinate the distribution of designed leaflets and posters.
· To contribute to teamwork, communicate any changes and updates (as appropriate) with other workers within Moray Women’s Aid and to lead and integrate fully with the staff team.  Also promote interagency and partnership working.
· To attend all and any relevant meetings within and out with the organisation when appropriate and delegated by the Service Manager.  To take minutes of meetings and prepare reports and any other delegated responsibility from the Service manager as required by the organisation.




PERSON SPECIFICATION

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	Source of Evidence 


	1. Experience & qualifications*



	HNC in either Business/Communications/Media/Project Management/digital marketing.
 or 
2 years’ experience working in a role which includes communications, marketing [using traditional and digital methods], development and delivery of marketing campaigns and experience of writing funding proposals.
Proven experience of budget monitoring in line with grant funding award criteria. 
Experience of preparing reports including audit reports in line with funders requirements.
Experience of using Microsoft Office. 
Awareness of GDPR.
	


Application and Interview




Application and Interview


Application and Interview

Application 
Interview 

	1. Knowledge
	Knowledge of communication principles and approaches
Track record in achieving positive outcomes when bidding for funding and fundraising

	Interview

Application and Interview

	1. Skills and Aptitude – Be Able To:

	· Work on own initiative whilst realising own limitations
· Communicate effectively orally and in written work whilst maintaining confidentiality protocols
· Establish and maintain partnership working with appropriate external agencies and within Moray Women’s Aid

	Application and Interview 

Interview


Application and Interview


	1. Personal Qualities – Commitment To:
	· Positive promotion of the organisation
· Promoting and practising an inclusive, non-discriminatory service
· Committed to your ongoing professional development and requesting management and colleague input on any perceived gaps in knowledge
	Interview 

Interview

Interview

	1. Other
	· Clean driving licence and use of car
· Ability to travel within the Moray area, including ‘hard to reach and rural areas
	Application 

Interview 



	DESIRABLE


	Experience of working in the third of public sector. 
Experience in using design programme in marketing i.e.: In Design. 
Knowledge of the feminist perspective of domestic abuse 
Understanding the issues and support needs of women and their children who are experiencing domestic abuse





*  Candidates will be required to show these documents if invited for interview along with passport and driving licence.

Satisfactory PVG check required?		YES
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