
 

 

PROJECT OFFICER 
 

Title Project Officer 

Responsible to Operations Manager 

Commitment Full-Time or Part-Time. Office based. 
6 months contract (initial), Immediate start 

Salary Circa £23k p.a. pro-rata 

Location Whitechapel, London 

 
Background 
The Muslim Council of Britain (MCB) is the UK’s largest and most diverse national Muslim umbrella 
organisation with over 500 members including mosques, schools, charitable associations and professional 
networks. Our mission is empowering Muslim communities to achieving a just, cohesive and successful 
British society. 
 
Role Purpose 
To further the development and ongoing administration of an online Resource Portal. 
 
Key Tasks and Responsibilities 

1. Project manage the Resource Portal project including, setting out work plan, ensuring deadlines are 
met, ensuring project meetings are minuted and actioned. 

2. Conduct primary desk research to collect content for the Resource Portal  
3. Liaising with web developers to ensure most user-friendly functionality, functionality testing and 

streamlining of changes to the MCB’s website and other ICT infrastructure 
4. Creating a process flow and long-term portal management strategy to ensure sustainable 

administration of the Resource Portal in future. 
5. Develop a publicity and launch strategy to reach a wider number of stakeholders and ensure 

maximum outreach impact for the project. 
6. Create a projection of funding needs for the portal, and complete relevant funding applications 

with the support of management as required, to ensure project sustainability.  
7. Deal with ad hoc queries and correspondence about the project. 
8. Carry out other tasks as may be reasonably requested by your line manager. 

 
Person Specification: 

 Prior project coordination experience (including in a voluntary capacity), with demonstrable ability 
to manage small projects and work to tight deadlines. 

 Some experience with digital media/ website design (desirable). 

 Enthusiastic, self-motivated and results-driven. 

 Strong communications skills, ability to engage with broader stakeholders (ideally in the third 
sector). 

 Strong IT skills, including some experience in using website CMS systems (desirable). 

 Keen eye for detail. 

 Good understanding of British Muslim communities and respect for its diverse traditions and ethnic 
backgrounds. 

 Flexibility to attend meetings or events out-of-hours at times (time in lieu available). 

To apply: 

To apply: 

Please submit your CV and covering letter, outlining how you meet the requirements set out in this job 
description and person specification, to: careers@mcb.org.uk.  

mailto:careers@mcb.org.uk


Closing date for applications is 9.30am, Wednesday 22nd January 2020 

Only shortlisted candidates will be contacted, and initially telephone interviews will be held:  

week commencing: 27th January 2020 

 


