
Job Description 

The Centre for Muslim-Christian Studies (CMCS) in central Oxford was founded under a 
registered charity (Solomon Academic Trust) just over a decade ago. Our vision is wisdom 
and hope in Christian-Muslim relations through transformed minds. We bring Muslims and 
Christians together to relate honestly, think rigorously and explore our respective traditions 
and religious texts, through teaching and research, discussion and public education. 
www.cmcsoxford.org.uk  
 
COMMUNICATIONS AND DEVELOPMENT OFFICER  
Fixed term for 2 years, part-time 20 hours per week (50% full-time equivalent) 

Oxford - flexible working arrangements possible, although the role is primarily office-based.  

£32,236 p.a. pro-rata (£16,118 for 50% FTE) 
Pension scheme 
Annual leave allowance of 25 days per year, pro-rata (12.5 days for 50% FTE) 
 
A newly created role, CMCS seek a Communications and Development Officer to lead the 
communications work and support the Operations and Development Director in a range of 
fundraising activities.  
 
The Job 
The job will be divided between communications and development (fundraising).  

Communications 

Managing CMCS’s communication strategy. This includes:  

• Advertising (printed, web-based and social media) 

• Basic print design 

• Writing and editing content for updates to the CMCS and SAT websites, and our 
social media presence (Facebook and Twitter) 

 

Development and Fundraising 

• Supporting the Operations and Development Director in managing the Centre's 
trusts and foundations fundraising 

• Preparing funding applications and donor reports 
• Building a case for support 
• Managing records and keeping track of current and past applications and 

donor reports 
• Working with academic staff to develop project proposals for fundraising 

Personal Specification  

You will have an interest in Christian-Muslim relations, and a desire to progress the thinking, 
understanding and communications around this area. You will have experience of 
successfully translating the impact of academic work into material that is meaningful to a 

http://www.cmcsoxford.org.uk/


wide audience, including donors, non-specialists and specialists alike. The role requires a 
proactive approach to raising the Centre’s profile.  

You will be part of a small, dedicated team in the heart of Oxford, which has a global 
network of supporters and associates.  

Essential requirements 

• Well-developed computer and software skills  
• Graphic design skills (including use of Photoshop and MS Publisher) 
• High competence in social media (Facebook, Twitter, Instagram etc) 
• Comfortable using and maintaining websites  
• Good writing skills for proposals, reports and general communications 
• Experience of fundraising among trusts and foundations and research for pipeline 

building  
• Educated to degree level, or equivalent professional experience 

Desirable 
 

• Experience of having worked in a charity or higher education 

• Experience in inter-faith work 
 

To Apply 
 
If you would like to have an informal discussion about the role, please contact Felice Nassar, 
Operations and Development Director at f.nassar@cmcsoxford.org.uk to arrange a phone 
call.  

If you would like to apply, please send your CV and a covering letter, outlining why you 
believe you would be a good fit for the role, including names and contact details of two 
referees. One referee should be your most recent line manager. Note: referees will not be 
contacted prior to interview. Please send your application to:  

Susan Worthington, office@cmcsoxford.org.uk  

Closing date:  20th May 2019 
Interview:  29th May 2019 
 
CMCS is an equal opportunities employer and welcomes diversity. 
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