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Registered Charity No. 1015941
Title of Role:

Collection Box Coordinator – City Centre 
Department: 

Fundraising
Supervisor: 

Fundraiser (Community and Events)
Location:

LS1, LS2 and LS3, occasionally covering other LS postcodes as required.
Time commitment:   Flexible to fit around the volunteer’s week – one day every two weeks
DBS check needed? No 
Why we need you
Join the team and help collect and deliver St Gemma’s collection boxes in the local community. Last year our collection boxes contained almost £50,000 which allowed us to keep supporting local people facing cancer and other life limiting illnesses.  As a Collection Box Coordinator Volunteer, you will help to make this possible.
What you will be doing 
There are collection boxes in local businesses all around Leeds city centre. The Fundraising Team will provide you with a list of places with full collection boxes. Your role will be to visit each location, deliver a new box and collect the full one. This role will require you to volunteer one day every two weeks, but this may increase when things get busier.  

Specific Duties

· Collecting empty collection boxes and relevant paperwork from the Fundraising Team.
· Delivering the empty collection boxes to the specified locations and collecting full collection boxes, speaking to members of staff and thanking them for their support.
· Returning the full collection boxes to the Hospice. 
· Recording and returning any boxes that could not be delivered.
· Occasionally delivering other fundraising materials e.g. buckets, raffle prizes etc.

· Representing the Hospice in the local community.
· Accurately recording your mileage and planning your journey in the most cost effective way.
What we will offer you
· A dedicated member of staff will guide and support you in your work plus you will receive supporting materials, a full induction to the Hospice and specific training, where appropriate, to help you get the most from your role. 
· The satisfaction of knowing you are making a valuable contribution to St Gemma’s Hospice.
· The enjoyment of meeting new people in your community and working as part of our skilled and friendly fundraising team.
· The opportunity to develop new and existing skills in fundraising and communication.
· The chance to gain experience of working within a leading local charity.
· Travel expenses. 
What we’d like from you
· Be polite, friendly and have good communication skills as the role involves speaking with lots of different people and talking about the Hospice.
· Have a full driving licence with the use of own vehicle. 

· Have good organisational and planning skills with a good knowledge of the local area.
· Ability to use your own initiative and feel happy working on your own.
· Passion and enthusiasm for St Gemma’s Hospice. 

· A willingness to learn about the Hospice and keep up to date with changes. 
How to apply
Please submit an application form online by visiting www.st-gemma.co.uk/volunteering. 
To discuss this opportunity in greater detail please call Maria White on 0113 218 5196 or email mariaw@st-gemma.co.uk.  

Thank you

St Gemma’s Hospice could not survive without the help and support provided by volunteers who give their time and energy so selflessly. Your contribution really will make a difference to the lives of local people.
