
 
 

 

 

Community Liaison Officer 
Location: Artcore Derby 
Position: 21 hours per week - with the ability to work flexibly  
Salary: £18,000 (FTE) 
 
Purpose: To establish, build, develop and review relationships in the community with individuals and 

organisations to develop connections, promote Artcore events and workshops and involve and 

encourage participants to be engaged.  

 

Qualification and Experience: 

 Minimum 2 years relevant work experience  

 Highly organised with strong administration skills. 

 Ability to confidently use IT including emails, Word, Excel, PowerPoint  

 A knowledge and understanding of the needs of Black and Minority Ethnic (BME) communities, 
migrant and newly arrived communities.   

 Experience of working with diverse communities  

 Experience of developing connections in in local communities  

 Excellent communication / organisational skills, both written and verbal  

 A knowledge of Derby and Derbyshire communities 

 Ability to work on different community projects simultaneously 

 Experience of working with people with physical and mental  health issues and older people 

 An understanding of safeguarding and child protection 

 DBS clearance to work with children and vulnerable adults 

 Well-developed literacy and written and oral communication skills, including the ability to 
communicate with people from a variety of social, cultural and professional backgrounds 

 The ability to work as part of a team and also to be self-motivated 

 Openness to new ideas and flexibility in relation to ways and times of working 

 Arts Based qualification and knowledge of various visual art materials (Desirable) 

Job role/ responsibilities/ Key tasks: 

 Making contacts in the wider community, to ensure that the most people can take benefit 

from the projects. 

 Researching and identifying avenues of project development/ partnerships. 

 To deal with incoming enquiries and act as a point of contact and distributing messages/ 
information across the organisation as required. 

 To develop and maintain relationships in the community in a planned and structured 

manner  

 Establish, build, develop and review relationships with key stakeholders in the community. 

 Carry out presentations and meetings with community bodies. 

 Develop links with refugees, migrant and BAME communities  

 Ability to work flexibly including key holder duties with some evening and weekend work 



 
 

 Establishing excellent working relationships with all the relevant community groups and 
stakeholders with the Midlands Region, becoming known as the ‘go-to person’. 

 Demonstrating leadership whilst out in the community, acting as an ambassador for Artcore 

 Carry out stakeholder assessments of the areas in which we are working to identify 
organisations who will need to kept informed of our projects 

 Create and maintain a stakeholder liaison database 

 Produce stakeholder notification letters and organise letter drop distribution 

 Consider other channels to publicise our work and ways of engaging with the public 

 Collate and share feedback across Artcore communicating with the whole team effectively 

 Maintain a communications activity tracker which documents the steps taken to maintain 
good relationships with the community 

 Establish a rapport with the participants and key contacts raising the profile of Artcore and 
helping to manage any developing issues 

 Establish and maintain strong relationships helping to respond to requests for information, 
attending meetings and helping to nurture a collaborative and productive environment  

 Organise individual meetings key local authorities, health providers, housing providers, 

council members who can signpost referrals to Artcore  

 Build upon the current referral process 

 
 

 


