
 

                                                                                                                                                          

Labour Party 
Job Description 
 

Job Title:                   Slough Borough Organiser & Administrative Officer for Slough Labour Memorial  
                                   Hall LTD 

 
Responsible to:        Slough Labour Party EC, Executive Officers of the Slough Labour Group and the     
Management Committee of Slough Labour Memorial Hall LTD 
 
Location:           Slough Labour Party, 52 Chalvey High Street, Slough SL1 2SQ 
 
Key purpose: The Local Organiser will be responsible for all aspects of Labour Party 

organisation within the designated area,  
 
 The post holder will be responsible for building and maintaining party 

organisation and activity; establishing an effective election and campaign 
organisation working in liaison with local MPs, Labour Party officers, 
campaign committee, Constituency Labour Parties, Branches, Labour Groups 
and other units within the Party. 

 
Specific Responsibilities: 
 

 To work with the relevant Regional Organiser, Slough Labour group, Labour councillors, 
Labour MPs within the Borough to motivate and organise the members in preparation of 
elections. 

 

 To lead and organise campaigning activity as determined by the Regional Office, Slough 
Labour Party’s EC and Slough Labour Group Executive Officers 

 

 To work with the Regional Communications Officer where appropriate. 
 

 To provide training to members on election techniques, production of newsletters, voter i/d 
(doorstep and telephone), registration and postal votes. 
 

 To identify campaign leaders and provide training and support to campaign leaders and 
members on organising and campaigning. 

 

 To develop local fundraising and fundraising schemes to ensure the CLPs in the area have 
adequate funding to organise, campaign and contest elections, and make agreed 
contributions towards any employment costs. 

 

 To develop communications systems with branches, members and other units of the party 
and affiliated organisations in the area to promote Labour's achievements and Party 
activities; 
 

 To work with candidates, elected representatives and the local party in the Borough of 
Slough (as well as any twinned seats) to identify, develop, motivate and organise members 
and supporters. 

 



 

                                                                                                                                                          

 To Plan and organise local policy forums and carry out Shadow Cabinet policy and public 
engagement visits and events when required.  

 

 Building up membership activity in the constituency in line with the Party's aims and 
objectives. 
 

 To organise campaign events with the constituency. 
 

 To report on the level of all activity, organisation and the effective operation of Party rules 
in the area to the relevant Regional Organiser or the Regional Director where appropriate. 

 
Slough Labour Memorial Hall Ltd. (SLMH) responsibilities: 
 

 Periodically arrange meetings of the management committee of SLMH and send 
appropriate communications/correspondence to enable these meetings. 

 

 Draft and maintain minutes of SLMH management committee meetings; to maintain the 
administrative and financial records of SLMH, under instruction from the management 
committee. 
 

 Work with the SLMH treasurer to ensure its annual accounts are finalised in a timely fashion 
and submitted for audit. 
 

 To make appropriate returns/reports and send documentation (as instructed by the 
management committee) to ensure SLMH complies with its regulatory framework from the 
FCA and HRMC. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                                                                                                                                                          

 

Labour Party 
Person Specification 
 
Knowledge 
 

 Knowledge and understanding of the Party organisation at branch, constituency and 
regional level.  

  Knowledge of the Labour Party constitution. 

  Knowledge of campaigning techniques. 

  Knowledge of running fundraising schemes. 
 
Experience 
 

  Experience of being involved in a campaign. 

  Experience of working with volunteers. 

  Experience of working on own initiative. 

  Experience of fundraising. 
 
Skills 
 
(a) Communication Skills including: 
 

 Ability to communicate concisely both verbally and in written form.  

 Ability to use DTP packages to produce leaflets. 

 Ability to work with and lead a wide range of people. 

 Ability to motivate people. 

 Ability to draft newsletters. 

 Ability to work proactively with stakeholders. 
 
(b) Organising skills including: 

 Ability to organise recruitment and retention activities. 

 Ability to organise events, such as training events. 

 Ability to organise a group of volunteers. 

 Ability to organise an election campaign. 
 
(c) Administrative skills including: 

 Ability to use a basic WP package. 

 Ability to run a well-organised office. 

 Excellent attention to detail 

 Ability to work effectively as part of a team 

 Ability to work on own initiative with minimum supervision and to deliver work to agreed    
deadlines   

 
(d)         Other 

 A driver’s license is desirable. 
 


