Freelance Opportunity: Gorsedh Kernow Support Officer

Hours: Two days a week equivalent to 780 hours
Fee: £12,000 over 12 months
Location: Remote/flexible, with occasional in-person meetings and events

About Gorsedh Kernow
Gorsedh Kernow is a leading Cornish cultural organisation. Membership is by invitation, on the basis of outstanding work for Cornwall and Cornish culture and language. The organisation runs a range of events and ceremonies, an Awards programme and works with other cultural bodies on behalf of Cornwall through projects and through supporting initiatives. Gorsedh Kernow is currently setting its strategic direction for the next few years and working towards its Centenary year in 2028.
About the Role
This role is the first time that Gorsedh Kernow has looked to employ a support officer. Until now, all of the work of the organisation has been undertaken by volunteers, but expansion in activity means that it is time for a step change. We’re looking for a freelance coordinator who can work independently and cooperatively, enjoys variety and is interested in Cornwall and Cornish culture
You will work closely with the Grand Bard, officers, Gorsedh Council and Working Group and be involved across the full programme of work. Activity varies throughout the year, so we are looking for someone who can manage priorities and workload effectively and communicate well with volunteers. You will provide a central point for coordination and support for volunteer officers to carry out their work effectively.  The work programme is expanding, and you will have the opportunity to contribute to the development of activity, particularly with regard to the Centenary. 
In addition, you will be asked to give some targeted support to the Cornwall Wrestling Association who are preparing for their next stage of development.This part of the work will be managed by the CWA and involve a specific number of hours in line with grant aid.
This post is initially for twelve months but the hope is to develop it into a longer-term role depending on progress and funding

Key Responsibilities
The work programme will be based on the following but not necessarily including everything listed, and will take into account time available, the person appointed and changing priorities.
Administration
· Organise and maintain digital files
· Maintain calendars of activities and meetings
· Provide administrative support to subcommittees as required including minute taking on occasion.
· Provide administrative support to the Grand Bard and officers as required 
Communications, internal and external
· Prepare and send regular e-newsletters to the membership
· Send out press releases and maintain media links
· Maintain relationships with volunteer officers and the membership
· Assist with social media
Specific project assistance
· Support the Review Panel
· Provide administration support for the Awards Panel
· Support the Cornwall Wrestling Association development work
· Assist in the development of the Centenary programme
Fundraising
· Assist with preparing funding applications 

Key Relationships
· Grand Bard 
· Gorsedh Working Group
· Chairs of Subcommittees
· Gorsedh Council
· Webmaster
· Chair of the Cornwall Wrestling Association

Person Specification
Essential
· Proven experience in administration and project coordination
· Experience in working with volunteers
· Experience managing communication tools
· Confident in working with a number of different people and stakeholders
· Excellent written and verbal communication
· Good computer skills, experience with Mailchimp, Microsoft and Google forms and Social Media an advantage
· Able to work independently and collaboratively
· Good attention to detail and ability to manage multiple tasks
· Interest in Cornish culture and Kernewek
· Flexible working hours.
Desirable
· Experience in arts, heritage, or community sectors
· Familiarity with Cornish and Celtic cultural networks
· Cornish speaker/some knowledge of the Cornish language
· Understanding of voluntary organisations
· Experience with fundraising and grant applications
· Flexibility
How to Apply
Please send 
· a copy of your CV and 
· short covering letter telling us why you are interested in the role and how your experience matches the person specification

Send your application to secretary@gorsedhkernow.org.uk 

Application deadline:  Sunday April 5th  (midnight)

Interviews are planned for Wednesday April 15th

Further enquiries: contact secretary@gorsethkernow.org or for an informal chat about the role, contact Jenefer on 07533 723539
