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	Role Profile – Fundraising Assistant (Community)
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	Reports to:
	Senior Fundraiser (Community)

	Accountable to:
	Head of Fundraising


Main Purpose of Post
The Fundraising Assistant (Community) has responsibility for helping the Fundraising Team to deliver challenging income budgets.  This role requires an organised and committed person who is able to work on a number of different projects simultaneously. 
Work will involve having contact with supporters from all sectors and assisting them to raise funds for the Hospice through a variety of community based initiatives. This includes assisting in the management of static boxes/collections and their associated volunteers, supporting in the promotion and administration of campaigns and answering general queries via telephone and email. The postholder also has a key role in conducting research into new and innovative fundraising ideas.
The nature of this role requires the post holder to sometimes work flexibly outside normal working hours (evenings and weekends) to support fundraising events and initiatives.

1. Specific Duties and Responsibilities (Community)
1.1 Assist the Senior Fundraiser (Community) with the administration, organisation and promotion of a number of fundraising initiatives and events. 
1.2 Assist the Fundraiser (Community) to co-ordinate and develop income from store collections by liaising with Leeds and district stores and fundraising volunteers.
1.3 Work with both the Corporate and Community Teams to effectively support fundraising campaigns such as ‘Go Purple’, ‘Time for Tea’ and ‘Wear it Festive’.
1.4 Support the whole Fundraising Team to promote events and initiatives by distributing posters and flyers to local community groups, supermarkets, schools and pubs and promoting via websites and other media. 
1.5 Assist the Fundraiser (Community) to proactively develop income from static collection boxes in public places in the Leeds area. Work closely with the collection box volunteer to ensure timely return and replacement of full boxes across Leeds. Identify possible sites for boxes and work with volunteers to place boxes in new locations.  
1.6 Assist the Senior Fundraiser (Community) to manage and develop income from small businesses such as hairdressers in the local community.

1.7 Send out sponsorship packs and fundraising materials to supporters raising funds for the Hospice and assist with the general administration of fundraising activities.
1.8 Assist the Fundraiser (Community) to organise, promote and run events such as Open Gardens at the Hospice.
2.
Specific Duties and Responsibilities (Research and Development)

2.1
Undertake research into potential future fundraising initiatives using the internet, written publications and other new and existing channels as instructed by the Senior Fundraiser.

2.2
Where possible follow up research with personal contact to ascertain further details and the success of initiatives.

2.3
Undertake research using the Hospice’s database to discover where St Gemma’s is under-represented across the city and produce reports to assist the Senior Fundraiser with expansion plans.

2.4
Research new venues and events where the Hospice can hold charity collections and develop existing relationships and events within the local community.
2.5 
Undertake research to develop specific fundraising ideas for schools and develop a suitable fundraising pack, assembly and classroom workshops to promote the work of the Hospice. 
2.6    Present the findings of any research to the Fundraising Team and follow up any queries, requests for more details etc. 

3.
General Duties
3.1
Working with the Supporter Care team and Finance team, contribute to the accurate maintenance of the donor database.
3.2
Provide information and articles for Hospice publications eg newsletter and social media.

3.3    Work closely with the Communications Team on promotions, publicity, public relations and advertising in relation to fundraising activities.

3.4
Maintain and develop good relationships with fundraising volunteers in order to increase the success of all fundraising initiatives.  Work closely with the Human Resources department to ensure sufficient volunteer cover as required.
3.5    Work collaboratively with colleagues across the whole fundraising department in order to maximise income to the Hospice.

3.6
Provide the Senior Fundraiser (Community) with regular activity reports and attend 1:1 and group meetings.

3.7
Be aware of the overall activities of the Hospice and provide informed talks and presentations and represent the Hospice at functions when necessary.

3.8
Assist with other fundraising activities as requested, attend Hospice and public events and support the Hospice in the community.
4.
General Duties and Responsibilities
All St Gemma’s employees are required to abide by the Health and Safety at Work Act, attend annual mandatory training sessions and ensure that they comply with Hospice policies and procedures at all times.

Employees must demonstrate commitment to their own personal development and are required to make a positive contribution to fundraising and raising the profile of the Hospice, locally and nationally.

Strict confidentiality applying to all aspects of Hospice business must be observed at all times.
5.
Values and Behaviours

St Gemma’s has a set of values and behaviours to improve the experience for our patients and our staff.  This means that in undertaking this role the post holder is expected at all times to behave in a way that demonstrates commitment to the delivery of thoughtful care to all and continual improvement in line with the values detailed below.

Caring – Treating each person with kindness, empathy, compassion and respect.

Aspiring – continually learning and developing; striving for excellence in everything we do

Professional – Delivering high standards through team work, a skilled workforce and good governance. 

This role profile is not exhaustive. It will be subject to periodic review and may be amended following discussion between the postholder and employer
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