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Torbay Liberal Democrats 

Constituency Organiser 

 

Job Description & Person Specification  

Job Title: Constituency Organiser  

Location: Office in Torquay  

Salary: £18,000 - £22,000 

Line Manager: Deputy Head of Campaigns, Elections and Development (West)  

An exciting opportunity has arisen for a Constituency Organiser to work for the 
Torbay Constituency Liberal Democrats. The local party is gearing up for crucial 
local elections next year where they will be looking to wrestle control of the 
council away from the Conservatives.  

The Constituency Organiser will play a central role within the local party 
reporting to the Deputy Head of Campaigns and the local party. The role 
presents an opportunity to develop skills in a constituency which is a 
historically strong seat for the Liberal Democrats. 

The office location is in Torquay. Torbay is comprised of the three towns of 
Paignton, Torquay and Brixham. 

Job Purpose: 

Actively support development and delivery of Torbay Liberal Democrats 
campaigning and organisational capacities. 

Roles and key responsibilities:   

1. Manage the constituency office day-to-day, supporting councillors, 
candidates and campaigners to communicate and campaign effectively; 

2. Liaise and develop effective communications with key members and 
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supporters, distributing timely information;  

3. Assist local wards and action teams with development and membership 
recruitment; and with organisational, campaigning and literature printing & 
delivery support; 

4. To be responsible for the efficient capture, management and use of records 
and data, for the management of all electronic, website and social media, 
geared towards maintaining high profile campaigning; 

5. Advise the line manager, as appropriate, on organisational and maintenance 
priorities which may benefit the smooth running of the local party offices;  

6. On occasion, work in conjunction with volunteers and staff from the Devon 
Liberal Democrats campaigning group and neighbouring local LibDem 
Parties; 

7. Undertake such training as is recommended and provided to develop and 

update required skills; and   

8. Perform other duties as the line manager and/or constituency party may 
require that promote and enhance the ‘Job Purpose’ above. 

 

The post offered is full-time and fixed term for 10 months with a three-month 
probation period. There may be the possibility of a permanent position after 
10 months, but this will be subject to circumstances and absolutely cannot be 
guaranteed.   

Some evening and weekend work will be required, as will travel across the 
constituency, which will be reimbursed. 

We are keen to secure the right skills.  The position is proposed as full-time. Yet 
for the right person(s) we may consider applications on a part-time or job-
share basis. 
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√ PERSON SPECIFCATION √ 

Specification Essential Desirable 

Ability to communicate and liaise effectively with a wide 
variety of participants including candidates/councillors/local 
party executive/volunteers/members of the public 

√  

Ability to manage and use databases to disseminate 
communications to large segmented groups through various 
electronic media.  Good facility with social media 

√  

Ability to work unsupervised, prioritise a wide variety of tasks 
and meet deadlines, with a methodological approach to 
database and manual record maintenance 

√  

Day to day experience of managing an office, motivating a 
team and with a welcoming telephone manner 

 √ 

Previous experience of working in a campaign role, whether 
in a political environment or otherwise 

 √ 

Ability to draft effective political literature and artwork  √ 

Ability to spot issues with campaigning potential  √ 

Full driving licence and vehicle  √ 

 

Closing Date – 21 September 2018. 

To apply, please send a letter of application and your CV to Nick Pentney at 
nick.pentney@libdems.org.uk with the subject ‘Constituency Organiser’. For an 
informal discussion about the role, please call Nick Pentney on 07887 411253.  

 
 
 
 


