SAINT FRANCIS HOSPICE

JOB DESCRIPTION

	JOB TITLE

	Community Fundraiser


	GRADE
 
	4 


	REPORTS TO

	Community Fundraising Manager

	KEY RELATIONSHIPS

	Director of Fundraising & Marketing, Community Fundraising Manager, Events Fundraiser and all other members of the fundraising team.  

All staff and volunteers, including those working for Saint Francis Hospice Shops Ltd.

Supplier(s) and supporters of Saint Francis Hospice and the general public.

	RESPONSIBLE FOR
	


	JOB SUMMARY

	The Community Fundraiser will be working under the direction of the Community Fundraising Manager.  The main objective is to encourage, help and assist existing supporters in the community with their fundraising activities. To research/secure new supporters and place collection boxes/merchandise in new venues actively growing the Community Fundraising target year on year across the hospice catchment, which is made up of approximately 750,000 people.




	MAIN DUTIES AND RESPONSIBILITIES

	1) Provide fundraising support to the Community Fundraising Manager/ responsible for generating income via community events, collections, staff fundraising, schools fundraising etc. 

2) Be responsible for the management and execution of a number of community fundraising events including street collections.

3) Provide cover for the Community Fundraising Manager/Co-ordinator/Assistant when absent; 

4) To cover a proportion of cheque collections and photo opportunities and talks both to schools and groups, and to liaise with members of the community as an ambassador for the hospice at all times.

5) Actively find new supporters to promote our collection boxes and merchandise. Provide fundraising support for merchandise and collection box outlets and grow income as a result, under the guidance of the Community Fundraising Manager.

6) Provide an excellent standard of fundraising support to the general public and third-party fundraisers including friends branches, rotary clubs etc. 

Fundraising/Administration Support 

●
Working closely with the Community Fundraising Manager and other fundraisers develop and grow income through collections, sale of merchandise & community events ensuring targets are met year on year. 

●
Ensure collection boxes to businesses, pubs and clubs are not out for longer than 6 months and home collection boxes are not out with individuals any longer than one year. To actively place through enthusiastic networking more collection boxes and merchandise within the community.

●
Develop income from the “go yellow” & other campaigns and street collections across the hospice catchment area throughout the year.

●
Provide research support to the Community Fundraising Manager.

 ●
Be available to support the team at most key events for the hospice and any other events that the Fundraising team may need support for.

●
Take responsibility for promoting Game Cards and the placement of game cards/raffles/merchandise in the community.

●
To maintain an up-to-date record of stock for collection boxes and related items and merchandise and monitor income and expenditure.

●
To be responsible for organising and obtaining permits for all fundraising activities, including but not limited to: house-to-house and street collections in the community.  And ensure that accurate records are maintained and returns are submitted to the relevant authorities in good time.

●
To keep up-to-date and in good order, the buckets, collection boxes, banners, signage and other fundraising items used for events.  

●
To provide fundraising support to the Friends branches, Rotary Clubs, and other third party fundraisers and help with publicity, posters and leaflets.

· To spend at least one day per week in the office for planning and reporting duties or when required to cover the office in the absence of staff.
●
To work primarily in the community alone or with volunteers under the direction of the Community Fundraising Manager in specific areas to familiarise the public with Saint Francis Hospice and encourage new support.

· To undertake any in-house telephone marketing activities that may be required to support research or develop income.

· To actively grow our volunteer base for fundraising duties.

●
Provide some support to events as and when necessary and help staff events when required.

●
To undertake any other duties as directed by the Community Fundraising Manager or Director of Fundraising and Marketing.

Team Support

●
To work alone or as a team to maintain a relationship of loyalty, mutual trust and fidelity to Saint Francis Hospice and fundraising.

●
To act professionally at all times and present a united “fundraising” front when working with volunteers and the public.

●
To recruit and foster good working relations with the fundraising volunteers and provide help and support to those who may undertake administrative duties.

●
To foster good working relations with the fundraising team and support them in their efforts to increase income.

●
The post holder must be prepared to attend fundraising events and cheque collections, as required and must have use of own car for that purpose 

●
The post holder must be prepared to work outside of normal working hours, as required. 



	ADDITIONAL REQUIREMENTS OF POSTHOLDER

	CONFIDENTIALITY:  The post holder must maintain confidentiality, security and integrity of information relating to patients, staff and other hospice matter during the course of duty.  Any breach of Confidentiality may become a disciplinary issue.

DATA PROTECTION: It is the responsibility of all staff to be aware of their obligations in respect of the Data Protection Act 1998.

EQUAL OPPORTUNITES: The hospice is committed to the development of positive policies to promote equal opportunity in employment and has a clear commitment to equal opportunities.  All employees have a responsibility to ensure that they understand the standards expected and that they promote and adhere to the equal opportunity measures adopted by the hospice.

HEALTH AND SAFETY: All staff must be familiar with section 2 of the Health & Safety Policy, Organisation of Health and Safety.  This documents sets out the responsibilities of all staff for health and safety, whether in a supervisory capacity or not.  Policy section 3 (arrangements for Health and Safety) provides an overview of training for competence in Health and Safety matters.

HOSPICE IDENTITY BADGES:  Hospice ID badges must be worn at all times whilst on duty.

SMOKING: The hospice acknowledges its responsibility to provide a safe, smoke free environment, for its employees, service users and visitors.  Smoking is therefore not permitted at any point whilst on duty, in accordance with the guidelines set down within the Hospice No Smoking Policy.

REGISTRATION COMPLAINCE/CODE OF CONDUCT:

All employees who are required to register with a professional body to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration.

WORKING TIME REGULATIONS: The ‘Working Time Regulations 1998’ require that you should not work more than an average of 48 hours in each week.  For example, in a 26 week period you should work no more than 1248 hours.




Please note that this job description is not definitive or restrictive in any way. It is a guide to the responsibilities of the role. It may be reviewed, in consultation with the post holder, in light of changing circumstances and the changing needs of the Hospice and the Council of Management.

The post holder will be expected to perform any other such duties as might reasonably be required by the Director and will work in accordance with all Hospice Policies and Procedures.
 In an emergency, all staff may be required to work different hours or carry out different tasks to those set out in their contracts of employment. This will be done in consultation with individuals and taking into account any special circumstances that may exist.
PERSON SPECIFICATION

Community Fundraiser
	E = ESSENTIAL
	D = DESIRABLE


	
	Education & Training
	E
	D

	· 
	Educated to A level standard or significant work experience at a similar level. 
	(
	

	· 
	Fundraising/marketing qualification or similar.
	
	(

	
	Skills/Abilities/Knowledge
	
	

	· 
	Confidence, self-motivation and creativity along with the ability to work alone or as part of a team. 
	(
	

	· 
	Good organisational skills with the ability to prioritise workload effectively.
	
	(

	· 
	Excellent attention to detail and high standards of customer service/people focused and friendly.  Ability to converse with a wide selection of the community at all levels.
	(
	

	· 
	Computer literate – Microsoft suite, including Word/Excel/Powerpoint and Outlook. 
	(
	

	· 
	Good problem solving skills with the ability to use own initiative when carrying out work duties alone or as part of a team. 
	(
	

	· 
	Target driven with the ability to draw up a budget and prioritise workload according to targets set.
	
	(

	· 
	Flexible, with the willingness to multitask and work proactively as a member of the fundraising team.
	(
	

	· 
	Has awareness of databases and how they can help and inform fundraising activities and budgets. 
	
	(

	· 
	Excellent written and oral communications skills.  
	(
	

	· 
	To be willing to deliver public talks with confidence and inspiration and to be an ambassador for the hospice at all times.
	(
	

	· 
	Ability to organise rotas.
	
	(

	· 
	Knowledge of working with volunteers.
	
	(

	· 
	An understanding of community event fundraising.  
	(
	

	· 
	Strong diplomatic skills to network personally and encourage donations.
	(
	

	
	Experience
	
	

	· 
	Previous fundraising experience or experience of working in the community in a sales capacity or in any other people facing role.
	(
	

	· 
	Experience of working in the charity sector.
	
	(

	
	Other Requirements
	
	

	· 
	A genuine commitment to the voluntary sector.
	(
	

	· 
	A sound knowledge of the hospice catchment area.
	
	(

	· 
	A current valid driving licence and use of car.
	(
	

	· 
	Must be flexible with working pattern to accommodate working out of office hours when required, on a regular basis.
	(
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