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Job Description
Job Title: 			Community Fundraiser & Corporate Support
Grade:				S4/5
Hours of Duty:		37.5 Hours

Organisational Arrangements 
Accountable to: 		Income Generation Manager
Other Accountabilities: 	Deputy Income Generation Manager
 
Role Summary
The post holder will work with the Income Generation Manager and Deputy Income Generation Manager to support the strategic direction for community & corporate fundraising at the Hospice. 

Income streams include sponsorship, partnerships and supporter led fundraising events and activities, public collections & fundraising campaigns. They will contribute to the development, planning, implementation and delivery of the community fundraising strategy and activities in line with the Hospice Business Plan and objectives meeting agreed income targets.

To assist in the generation of new support within community to fundraise for our cause and raise awareness within in this area gaining and retaining successful relationships using excellent communication skills to make the unrestricted funding sustainable.

The role will directly support the achievement of annual budgets and will assist in raising the profile of the Hospice within the local community, as well as securing sponsorship and volunteer support to the wider income generation team.

Key Responsibilities
Corporate
Initiating Fundraising
· Establishing relationships with prospective corporate and community supporters with a view to maximising sustainable opportunities. 
· Support and contribute to build a knowledge-based plan of action for approaching each prospective supporter. 
· Market the Hospice’s activities, events and promotions to potential fundraising supporters. 
· Get to know the work of the charity and the priority areas for funding in order to support an effective pitch for funding. 
· Build an effective and productive working relationship with fundraising partners. 
· Maximise the use of the Harlequin database by researching past contacts and turning them into sustainable income streams. 
· Identify potential major givers and discuss recruiting their support with Line Management. 
· Pursue and confirm opportunities for the Hospice to become Charity of the Year.  
· To support the Income Generation Manager and Deputy Income Generation Manager in in securing sponsorships and grants. 

Developing Income Streams
· Build, nurture and maintain warm relationships with existing corporate supporters and network contacts.
· Market the charity activities, events and promotions to existing corporate partners.
· Work to ensure corporate supporters find supporting the Hospice to be a positive and rewarding experience. 
· Work closely with the Events Support & Community Fundraiser to increase awareness of corporate fundraising and also support via participation in appropriate events and fundraising opportunities.

Community
· Deliver agreed aspects of the programme of community initiatives that are evenly spread and professionally and safely run to maximise income.
· Build and manage effective relationships with key supporters and stakeholders to ensure donor loyalty and commitment. 
· Provide the Income Generation Manager & Deputy Income Generation Manager with regular updates and written progress reports as requested.  
· Network extensively within the local community in order to encourage support for the Hospice. 
· Be aware of the overall activities of the Hospice and provide informed talks and presentations to business and the local community, representing the Hospice at functions when necessary. 

Trading
· Oversee merchandise for trading and liaise with staff to ensure this in maximised and controlled.
Communications 
To supervise, mentor and develop the Communication Apprentice in supporting the delivery of the following communication tasks:
· To support all aspects of internal and external communications which raise awareness of the Hospice amongst its target audience, this will include; 
· New media
· Updating and facilitating all areas of the hospice website, including articles, events and sign up.
· Proactively utilising social media websites to promote the hospice, its activities and the activities of its supporters.
· Monitoring and responding to tweets on Twitter and Facebook.
· Scheduling of social media
· Creating imagery for posts.
· Looking into the use of other social media sites such as Snapchat and Instagram.
· Interact with supporters online by retweeting, following, liking, tagging etc. using a range of social networking sites and monitor activity, as required.
· Newsletters
· Drafting articles and liaising with colleagues and supporters to collate articles and images for the hospice newsletter and hospice bulletin. 
· Arrange the design of the newsletter.
· Drafting and producing the hospice bulletin for all staff and volunteers.
· Media
· Building good working relationships with local press and media personnel whilst maintaining already establish links with key media.
· To support the Income Generation Manager and Deputy Income Generation Manager in liaising with key clinical personnel in order to obtain regular patient stories.
· Advertising
· Working with the Income Generation Manager and Deputy Income Generation Manager to devise and strategically place advertisements which will ensure an optimal response rate from our target audiences.
· Press and Event Files
· Keeping press and events files up to date with the latest cutting and event information.
· Devising a communications schedule to accompany the project plan for event or campaign and afterwards, evaluating the effectiveness of the media harnessed and provide advice for future campaigns.
· Promotional Literature and Publicity Materials
· To develop good links with external designers, printers and advertisers to negotiate the acquisition of their services which will maximise benefits to the hospice.
· Creating marketing materials for the Hospice and updating hospice leaflets and forms. 
· Proactively communicate what our supporters are doing in their communities and ensure we show gratitude and support for them in their support of us.
· Ensuring all communications are professional, friendly and engaging

Other Duties
· Continuously strive to improve the effectiveness of existing fundraising operations.
· To be responsible for the coordination of volunteers who can assist with community and corporate aspects of fundraising.
· Oversee the maintenance of necessary IT systems/databases to support fundraising in conjunction with the finance team.
· To support the wider Income Generation Team with any capital appeal projects to maximise success.
· To foster thoughtful, courteous and caring relationships with team members, colleagues, donors, supporters, organisations and businesses.
· Undertake all relevant corporate and community fundraising administration.
· To be a cooperative member of the Hospice staff, managing volunteers utilised in your area and developing effective working relationships, providing regular feedback. 
· Cooperate fully with the introduction of new technology and new methods as appropriate. 
· To promote at all times, the Hospice philosophy and uphold Dr Kershaw’s core values. 
· Attend external networking events in order to raise the profile of the charity, its events and promotions, and connect with local organisations. 

This list is not exhaustive and you may be required to undertake other tasks as requested by the Income Generation Manager or Deputy Income Generation Manager.

Health and Safety/Security
1. To be familiar with all requirements of the Health and Safety at Works Acts and the Hospice Health & Safety policies and regulations applicable to the post.
2. To co-operate actively with the nominated Health & Safety person in achieving the aims of the Hospice Health & Safety Policy, Fire Regulations, related issues and various procedures and ensure the legal requirements are met.
3. To take responsible care the health and safety of themselves and of others who may be affected by their acts or omission, and comply with the Health and Safety legislation.
4. To wear appropriate safety clothing and use appropriate safety devices as requires, and not to interfere with or misuse anything which is provided in the interests of health and safety.
5. To report and co-operate with the investigation of all incidents and accidents that have led to or may lead to injury and to report all hazards or shortcoming in the protection arrangements.
6. To ensure as far as predictable that all materials used within the Hospice and its subsidiaries for fundraising activities are properly stored, used and disposed of and that any items of equipment are properly tested, used, maintained and repaired as necessary.
7. To oversee appeals and event Risk Management Assessments and ensure outcomes are acted upon.

Education & Training
The post holder will:
1. Participate in the hospice appraisal system.
2. To maintain high professional standards and to continue own personal and professional development.
3. Assist in teaching and supervision of other members of staff and volunteer.
4. Participate in the orientation of new staff.
5. Attend all mandatory training/update sessions.

General
1. Confidentiality - It is a condition of employment that staff will not disclose any information obtained in the course of their duties other than to those entitled to receive it.  The post obtained in the course of their duties other than to those entitled to receive it.  The post holder must ensure that the confidentiality of personal data remains secure and the terms of the Data Protection Act and relevant Hospice policies are met in respect of information held on the Hospice computer system. 
2. Equal Opportunities – The Hospice is committed to equality of opportunity.  All staff are required to comply with current legislation and Hospice policies.
3. Health and Safety – Staff must ensure they are familiar with the requirements of the Health and Safety Work Act (1974)and the Hospice Health and Safety policies and regulations applicable to their post. 
4. Safeguarding – Dr Kershaw’s Hospice is committed to safeguarding adults and children and expects all staff to share in this commitment.  Staff have a responsibility to ensure that they are aware of specific duties relating to their role and should familiarise themselves with the Hospice safeguarding policy.  Regular safeguarding training updates will be held and are mandatory for all staff. 
The above indicates the main duties that may be reviewed in the light of experience and developments within the service.  Any review will be undertaken in conjunction with the post holder. 
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	ESSENTIAL
 The qualities without which a post holder would not be appointed.
	DESIRABLE 
Additional qualities which can be used to choose between candidates who meet all the criteria.
	METHOD OF ASSESSMENT 
Application form/ Interview/ Certificate / Other. 

	QUALIFICATIONS
	Fundraising qualification (or equivalent in relevant experience). 
	Educated to degree level in relevant subject 
	Application form/ CV and certificates 

	EXPERIENCE 
SKILLS/KNOWLEDGE
	Experience of community fundraising techniques

Proven experience of meeting income targets and KPIs 

Experience of marketing and PR techniques to engage external audiences, including social media

Knowledge of fundraising within the charity sector.

Proven experience of actively engaging with members of the public to encourage and develop new fundraising supporters.

Proven experience of working to and delivering on income related targets.

Experience of professionally delivering presentations to donors and supporters at all levels. 

Experience of managing and supervising staff and volunteers to ensure the highest level of success is achieved.

Working knowledge of Social Media 

Well-developed IT skills, including Microsoft Office, Excel, PowerPoint, Photoshop, Social Media and databases

Excellent organisational skills.

Experience of initiating, developing and growing new projects and creating new initiatives.

Excellent written and verbal communication and presentation skills including the ability to communicate sensitively with Hospice supporters, volunteers, and staff showing empathy at all times

Ability to research, produce and deliver presentations 

Target planning for appropriate fundraising activity and campaigns. 

	Proven self-management skills.



	
 

	Aptitudes








	High level of initiative, drive, determined and resourceful approach.

Ability to recruit, inspire, influence and motivate current and new donors and supporters. 

Adaptable and able to work under pressure in a fast paced environment.

Excellent organisation and time management skills.

Ability to travel as required.

Pleasant attitude and professional approach.

Able to maintain confidence.

	Ability  to work some evenings and weekends 
	Driving licence
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