
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

JOB PACK 
Partnership & Membership 

Officer 
July 2026 
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Welcome! 

We are delighted you are considering joining us at CAHN. We are looking for someone from any 
background (we are inclusive employer) who is driven and committed to equity, fairness, and 
social justice. You should be able to work collaboratively across different departments, and 
externally across different sectors. We hope this pack will help you understand a little bit more 
about what we do and what it is like to work here at CAHN. 

While you are with us, all the effort you put in will be supporting our work to eradicate health 
inequalities and wider disparities. Your goal will be supporting the Black community to improve 
its health and wellbeing while influencing policy and practice across all sectors in furtherance 
of CAHN’s objectives.  

You will join an organisation with a vibrant, dynamic, and ‘can-do’ culture. Your input will 
support us operate to the highest standards, support a range of initiatives that bring people 
together and builds community resilience, influence local, regional, and national policy; and 
make a meaningful impactful contribution to the lives of the black community. 

Our comprehensive learning and development offer includes a comprehensive induction 
programme when you start, resources to help address any gaps and help you build your core 
business skills when you need them, cultural competency workshops, trainings, personal 
career development and much more. You will be supported every step of the way and given 
opportunities to develop and grow. 
 
If you share in our vision and ready to contribute to making an impact in the Black community, 
we would like you to get in touch. 
 

 
 
Charles Kwaku-Odoi 
Chief Executive, CAHN. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Who we are: CAHN Background 

The Caribbean & African Health Network (CAHN) is a Black-led organisation set up in 2017 

to address long standing health disparities within our community. We have grown to a 

national organisation leading the call to challenge and address the wider social determinants 

and reduce health inequalities for people of Caribbean & African heritage. 

 
CAHN’s mission is to end health inequalities and 

wider disparities for Caribbean and African 

people in a generation. 

 
Our vision is to ensure that the strategic and 

operational actions of service providers across 

health and cross sector agencies and 

commissioners, lead to racial and social justice 

for Black people. 

 

CAHN’s Approach 

 

 
CAHN’s Areas of Work and Health Priorities 
 

 
 

 
 

 

 

 
 

 

 

 
 
 

 

 

 
 
 

 

 



 

 

As an organisation, we 

Lead – we lead strategic engagement articulating 
the needs of the community with an evidence base. 
We galvanize the community to respond to 
consultations and influence policy and practice; 
challenging the myth that we are hard-to-reach. 

Educate – we raise awareness about prevention, 

early detection, effective self- care, and self-

management. We provide commissioners and 

service providers with insight and cultural 

awareness of the Black community. 

Support– we support a range of initiatives that brings communities together and builds 

community resilience. We broker collaborations among organisations to compliment and 

promote partnership working. We work with member organisations to strengthen their 

governance and support sustainability planning. 

Advocate – we ensure the voice of the Black community is represented at decision- making 
tables. Our volunteers from a range of specialties support the most vulnerable in our 
community. 

Enhance – we work with community groups and member organisations to reduce duplication 

and maximise their impact, making them more effective in achieving their objectives. 

 
 
Commitment to Equality, Diversity & Inclusion 

CAHN is striving towards being an equal opportunities employer. In working towards this aim 
no employee, or job applicant will receive less favourable treatment on the grounds of their 
role, gender, age, disability, race, nationality, ethnic or national origin, colour, sexual 
orientation, domestic circumstances, social and employment status, gender reassignment, 
privately held political opinion, medical history, marital status, religious or similar philosophical 
belief. We base all our employment decisions on merit, job requirements and business needs. 
 
As a charity that values and celebrates people's diversity and champions opportunities for all 
young and disabled people, we are keen to receive applications from people who have 
experienced disadvantage and from those who are empathetic of the challenges the Black 
community. 
 
 
 
We are a Disability Confident Committed Employer 

As Level 1 Disability Confident Committed, CAHN works closely with Black-led and Disability 
organisations to identify disabled people who can gain employment skills through a work 
experience programme. CAHN will be ensuring that all its recruitment and selection processes 
are inclusive, and an interview guarantee scheme will be introduced for disabled applicants 
who meet the essential criteria. 
 
You will now see the Disability Confident Committed logo on all of CAHN’s promotional and 
marketing materials relating to recruitment, selection and workforce issues. More information 
about Disability Confident Committed Level 1 can be found by following this link. 



 

 

 

 

 
CAHN is also a real living wage employer. For further information, please click here. 
 
 
We are a Living Wage Employer 

 

CAHN is proud to be a living wage employer. The real Living Wage is the only UK wage rate that 

is voluntarily paid by over 11,000 UK businesses who believe their staff deserve a wage which 

meets everyday needs.  

 
Living Wage employers found that paying a decent wage, as well as 

being the right thing to do, had real business benefits.  

This results in lower staff turnover and a better bottom line.  

 
 
 

 
 
 
We support the Good Employment Charter 

 

As part of our ongoing commitment to fair and ethical practices, CAHN is a proud supporter of the 

Greater Manchester Good Employment Charter! 

 

CAHN is delighted to have joined this official framework for the 

promotion of exceptional employment practices across the region. 

The Greater Manchester Good Employment Charter supports 

organisations in ensuring fair play, employee engagement, diversity 

and inclusion, health and wellbeing, and access to learning and 

development. 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

https://portal.cahn.org.uk/civicrm/mailing/url?u=8448&qid=894697


 

 

Role Description 
  

 

Job Title Partnership & Membership Officer 

Accountable to Governance & Partnerships Manager 

Contract Permanent  

Work Hours Full-time- 37.5 hours per week, worked according to service needs, 

including evenings, weekends and public holidays where required. 

Annual Salary £31,985 - £33,000 

Location Manchester (CAHN office plus partner site and community-based 

work) 

Employee Benefits • Professional Development 

• Employee Assistance Programme 

• Pension 

 

Application Contact To apply for this role please submit your CV and personal statement  

(no more than two pages) to recruitment@cahn.org.uk  

 

You need to complete our standard employment application form and 

a diversity questionnaire.  

 

 

 
 
 

Job Purpose 
 

The Partnerships & Membership Officer plays a key role in developing and maintaining strategic 

relationships that enhance CAHN's reach, influence and impact.  

The postholder will support the organisation's partnership and membership activities by building 

effective relationships with delivery partners, corporate members, faith-sector organisations, 

community organisations, statutory bodies, academic institutions, corporate organisations, funders 

and other key strategic stakeholders. 

The role is responsible for coordinating partnership activities, supporting the growth and 

engagement of CAHN's membership programmes, maintaining partnership records and 

agreements, and contributing to collaborative initiatives, campaigns and events. Working closely 

with colleagues across the organisation, the postholder will help strengthen stakeholder 

engagement, identify opportunities for collaboration and ensure partnerships and memberships 

deliver meaningful value for all stakeholders. 

This is an excellent opportunity for a relationship-driven, detail-oriented professional to develop 

their partnerships and stakeholder management career within a fast-growing, mission-led 

organisation, working alongside senior leadership on high-profile programmes and events. 

mailto:recruitment@cahn.org.uk


 

 

Key Responsibilities  
 

 
Partnership Development & Stakeholder Management 
 

1. Act as a day-to-day point of contact for existing partners, delivery partners, and 

prospective partners, maintaining warm and responsive relationships on behalf of 

CAHN. 

2. Support the identification and development of new partnership opportunities that 

strengthen organisational capacity, enhance service delivery and contribute to 

strategic objectives. 

3. Coordinate outreach campaigns to universities, corporates and community 

organisations, including drafting outreach correspondence and maintaining accurate 

contact and pipeline records. 

4. Support the servicing of CAHN's governance forums where delivery partners are 

represented, including scheduling, papers, minutes and follow-up actions. 

5. Represent CAHN at meetings, events and networking opportunities, building 

relationships that increase organisational visibility and collaborative opportunities. 

 
 
Membership Programme Coordination 
 

1. Support delivery of CAHN's institutional, corporate and academic membership 

programme, including processing applications, onboarding, renewals and benefit 

fulfilment whiles ensuring a positive member experience. 

2. Support recruitment and promotional campaigns to increase membership across 

priority sectors and stakeholder groups. 

3. Produce regular reports on membership activity, retention, growth and engagement, 

identifying trends and opportunities for improvement. 

4. Coordinate communications with prospective members, maintain accurate records 

of engagement and support individuals and organisations from initial enquiry through 

to membership. 

 

Partnership Administration and Coordination 
 

1. Assist in the preparation of partnership documentation, including Memoranda of 

Understanding (MOUs), Service Level Agreements (SLAs), partnership agreements 

and associated correspondence.  

2. Maintain accurate records of partnership agreements, key milestones, renewal dates 

and organisational commitments, ensuring timely follow-up and effective record 

keeping.  

3. Provide high-quality administrative support for partnership activities, including 

scheduling meetings, preparing documentation and maintaining action trackers. 

4. Maintain accurate records, contact databases and partnership information systems, 

ensuring information is accessible, up to date and compliant with CAHN’s data 

protection obligation. 

 

 

 

 



 

 

 

Events, Campaigns & External Engagement 
 

1. Coordinate partner participation and stakeholder engagement across large-scale 

conferences, organisational flagship events and community events.  

2. Coordinate partner and patron invitations, hospitality logistics and communications, 

ensuring a professional and positive stakeholder experience. 

3. Work collaboratively with the wider team to support partnership-related campaigns, 

launches and engagement initiatives.  

4. Represent CAHN professionally at meetings, networking events and community 

activities, promoting the organisation's work and strengthening external relationships 

where appropriate. 

 

Corporate Governance Support 
 

1. Provide high-quality administrative support for Board, committee and stakeholder 
meetings, including scheduling, preparing meeting documentation, taking minutes and 
monitoring agreed actions where required. 

2. Maintain accurate governance records, templates and documentation, ensuring 
compliance with organisational policies. 

3. Maintain the highest standards of confidentiality, accuracy and professionalism when 
handling governance documentation and sensitive organisational information. 

This role description is not intended as a full and detailed range of duties that may be 

undertaken by the post holder and will be reviewed and developed to reflect the changing 

needs of the organisation. 

 

Key Responsibilities  
 
 

Essential Skills and Experience  

This form lists the essential and desirable requirements needed in order to do the job 

requirements. 

 

Personal Characteristics  

 

• A team player who works flexibly as part of a wider team and collaborates across various 

teams and departments.  

• Self-motivated with the ability to prioritize and meet deadlines.  

• Delivers under pressure and organizes own workload effectively.  

• Takes responsibility for delivering on actions, achieving high standards and learning from 

mistakes.  

• Open to change, new ideas and suggestions; looks for opportunities for improvement and 

self-development.  

• A ‘can-do’ attitude and solutions focused.  

 

 

What qualifications, experience, skills and qualities you will need 

  

• Experience in a partnerships, stakeholder engagement, business development, 



 

 

membership, governance or executive support role. 

• Excellent written and verbal communication skills, with the ability to write warm, 

professional correspondence to senior and external stakeholders. 

• Strong organisational skills and high attention to detail, with the ability to manage multiple 

relationships and deadlines simultaneously. 

• Confident using Microsoft Office (Word, Excel, PowerPoint, Outlook) and comfortable 

maintaining databases or CRM-style records. 

• A genuine interest in and commitment to health equity and the communities CAHN 

serves. 

• Ability to work with discretion and sound judgement, particularly around sensitive or 

confidential information. 

• Self-motivated and able to work both independently and as part of a small, high-

performing team. 

 

 
Desirable   

  

• Experience working in or with the third sector, health sector, faith sector or academic 

institutions. 

• Familiarity with MOUs, SLAs or other partnership/contractual documentation. 

• Experience coordinating events, conferences or large community activities. 

• Knowledge of, or lived experience within, Caribbean and/or African heritage communities 

in the UK. 

  

Additional Requirements 

 
• Comply with CAHN’s policies and procedures. 

• Avoid any behaviours that discriminates against your fellow employees, or potential 

employees on the grounds of their sex, sexual orientation, marital status, race, religion, 

creed, colour, nationality, ethnic origin or disability. 

• The confidential nature of the work means that employees working within CAHN must 

maintain the strictest security in relation to documentation and ensure that confidentiality 

is maintained at all times in accordance with relevant Data Protection and associated 

legislation. 

 

 

Next Steps: Timescales and When to Apply 
 

 
The timescales for recruitment are as follows:  

 

Applications closing date 16th August 2026 

Notification of shortlisted candidates 19th August 2026 

Interviews Week commencing 24th August 2026 

 

If you wish to apply for this position, please submit the following:  

 

1. A detailed CV setting out your career history, education or qualifications, and other key 
responsibilities or achievements.  
 



 

 

 

 

 

CAHN Organisational Structure 

 

 

 

2. A supporting statement (up to 2 sides of A4) highlighting your suitability for the role and 
how you meet the criteria listed on the Person Specification. Please note that the 
supporting statement is an important part of your application and will be assessed as part 
of your full application.  

 

3. Complete an application form Caribbean & African Health Network (CAHN) Application 
Form for Employment – Fill in form 

 
4. Complete a diversity questionnaire CAHN Equality and Diversity Form 2026 – Fill in form 

 

All documents should be emailed to CAHN at recruitment@cahn.org.uk , making sure to put the 

job reference: CAHN102026.  

 

Please ensure all application documents are provided in a word document format. This is to allow 

for the recruitment team to anonymize documents before sending to the shortlisting panel. We 

do not consider incomplete applications.  

 

Applications will be reviewed, and interviews offered, on an ongoing basis.  

CAHN reserves the right to close the role prior to the closing date should a suitable applicant be 

found, so please submit your application as soon as possible.  

 

https://forms.cloud.microsoft/e/zHDGdpFwHe
https://forms.cloud.microsoft/e/zHDGdpFwHe
https://forms.cloud.microsoft/e/m5h5kifcew
mailto:recruitment@cahn.org.uk

