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Fundraising Assistant

Band 3 £16,660 - £19,627 + Pension

A much-loved institution, St Columba’s Hospice touches the hearts of many by improving the quality of life of people with terminal illnesses and providing vital support to their families, making ‘every minute count’.  
Educated to HND/NVQ4 or equivalent level, with at least two years experience of working in a fundraising, sales or marketing department, you’ll possess excellent administrative and organisational skills, including experience of using CRM/contact management databases. 

Confident and competent in both creating and delivering PowerPoint presentations to a range of corporate entities and audiences, you’ll be able to work on your own initiative, prioritising your workload and juggling several tasks at once.  

To apply please obtain an application form our website www.stcolumbashospice.org.uk or email

 info@stcolumbashospice.org.uk or call 0131 551 7722.

Closing date for receipt of applications: Friday 3 October

Scottish Charity No SC003634.

ST. COLUMBA’S HOSPICE

JOB DESCRIPTION 
	1. JOB IDENTIFICATION

	Job Title:                                       Fundraising Assistant 
Responsible to (insert job title):    Senior Fundraising Manager

Band:                                            3

Department(s):                             Fundraising, 15 Boswall Road, Edinburgh
Job Reference:                            STC-FUN-003

No of Job Holders:                       1

Last Update (insert date):            7 January 2014



	2.  JOB PURPOSE

	To assist the Fundraising Department by providing support to the Fundraising Manager and Fundraising Team in their efforts to secure the funding required for both the rebuilding of the Hospice and ongoing costs. 



	3. DIMENSIONS

	Working as part of the Fundraising Team and supporting the delivery of fundraising objectives.  this will involve verbal and written communication to existing and prospective donors, companies and organisations; recording information/maintaining an accurate donor database; supporting the planning, organising and reviewing of fundraising events and activities/campaigns, fulfilling donor orders, dealing with public enquiries, working with staff, volunteers, donors, external contractors, agencies and suppliers. There will be occasional contact with relatives and patients.
This role will involve the transportation of self and equipment, using own transport, from one site to another on a daily basis - for example taking equipment and supplies to and from fundraising events.

Scope of activities covers geographical area of Edinburgh and Lothians and occasionally further afield.
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	5.   ROLE OF DEPARTMENT

	The Hospice aims to provide a high standard of specialist palliative care to patients with advanced progressive disease for whom there is no cure.  Through a multidisciplinary approach the focus of care is based on meeting the physical, psychological, spiritual and social needs of the patient, and those important to them.  The Hospice aims to provide the best quality of life for each individual patient as well as supporting their family / friends and those important to them.

 
The Hospice service consists of:

 

        30 in-patient beds over 2 teams

        A Day Hospice service – up to15 clients daily

       A Community Palliative Care Team working with approx. 500 clients in the community

The Fundraising target in 2014/2015 is £1,335,000 excluding legacies. Over and above raising funds for running costs, the department has also been responsible for raising £7 million to support the rebuilding of the Hospice.

The Department must maximise voluntary income streams through development, promotion and management of fundraising initiatives. 

Supplemented with approximately 30% funding from NHS Lothian, this voluntary income enables the Hospice to provide its Specialist Palliative Care Services at to the patients and their families free at point of need.


	6.  KEY RESULT AREAS

	1. Act as a first point of contact for fundraising enquiries, either by email, phone or in person and ensure all enquiries are acted upon within the requisite timescales

2. Assist with the development and delivery of designated aspects of the programme of fundraising activities and events, including production of literature, copywriting, event coordination (preparation of guest list, mailings, notification of attendance etc.), recruitment of participants, supplier liaison etc.
3. Contact relevant authorities and identify necessary licenses and assessments to be completed for challenge and gala events.
4. Provide support for  meetings and events. 
5. Provide support for individuals who are raising funds in aid of the Hospice whether through organising their own events or participating in our events or taking part in large scale public events such as marathons, by supporting their fundraising activities, preparing fundraising packs, drafting correspondence, etc. 
6. Assist at events, providing support for attendees (members of the general public, guests), and ensure that fundraising materials are available to volunteers/fundraisers

7. Assist with Volunteer committee events, by attending committee meetings and ensuring Hospice administration and support is provided.

8. Help identify fundraising prospects including individuals, trusts, and companies using appropriate resources.  Provide support for the fundraisers in securing gifts, including sourcing gifts-in-kind and assisting with the development of sponsorship proposals and trust applications
9. Manage and develop fundraising relationships with local primary and secondary schools and introduce St Columba’ Hospice to new school contacts 
10. Speak to community groups about the work of the Hospice while delivering key fundraising messages

11. Create and deliver presentations to a range of supporters including existing and potential corporate and individual supporters, at all levels from local guilds to company directors.
12. Design, create and deliver PowerPoint presentations to a range of audiences
13. Giving tours of the new Hospice to groups of various sizes

14. Manage and recruit volunteers to assist in fundraising activities and events e.g. bag packing in local supermarkets, marshalling at outdoor events, supporting at gala dinners, etc. 
15. Create and deliver volunteer briefings to volunteers assisting at events
16. Project Planning: Assist with development of solicitation plans and event plans, take responsibility for delivery of tasks, and the evaluation of Hospice fundraising campaigns and events designed to raise income. 
17. Work closely with all staff in Fundraising and others external to the Hospice i.e. Corporate Events, PR, Marketing etc. 

18. Assist with all departmental administration, including database input and updating, mail merging in Microsoft word and Raiser’s Edge, thank you letters, requests for donations, adding/editing information to excel spreadsheets, recording of planning and procedures, photocopying and filing

19. Produce management reports, queries and mail merges from the database

20. Undertake data clean up on Raiser’s Edge using complex database functions in the Raiser’s Edge database such as import/ export functions, Global Change, etc

21. Provide research briefings on prospects, identifying possible areas of interest and making (sometimes creative) connections with the Hospice 

22. Make  contact with supporters/donors/prospects verbally, by phone, email or in writing

23. In line with visual identity guidelines, produce posters, programmes, booking forms for events, special efforts and challenges

24. Assist with production and delivery of the Hospice newsletter

25. Ensure marketing materials are displayed appropriately and constantly within the Hospice

Other

This job description does not contain an exhaustive list of duties, and the post holder may be required to undertake other duties that are within the post holder's skills and abilities whenever reasonably instructed by the Senior Fundraising Manager. The job description will be reviewed from time to time in order to adapt and develop the role according to service needs and Hospice policies. 


	7a. EQUIPMENT AND MACHINERY

	Use of computer, voicemail, keyboard, calculator, general office equipment (photocopier, guillotine, franking machine, printers, scanner, laminator), digital camera (at events, cheque presentations etc. for publication in newsletters etc). 
This role will involve the transportation of self and equipment, using own transport, from one site to another on a daily basis - for example taking equipment and supplies to and from fundraising events.

Use of trolley for physical handling of boxes.



	7b.  SYSTEMS

	· Responsible for making recommendations regarding effective use of the Raiser’s Edge database

· Developing and implementing accurate and appropriate recording systems, and accessing stored information as and when required, on the Fundraising shared folder and on Raiser’s Edge.

· Responsible for communications by email, letter, and word, using packages such as MS word, outlook, excel, publisher, adobe and Mailchimp.
· Obtaining details for credit card booking for events/appeals

· Accurate inputting and updating of the data in Raiser’s Edge and Mailchimp
· Multimedia Contribute: Editing Website content and composing Mailchimp emails campaigns


	8. ASSIGNMENT AND REVIEW OF WORK

	Work comes from:

· The Fundraising Manager: allocation of tasks for events/appeals/newsletter/ schools/ community fundraising activities 
· The Director of Fundraising
· Responses to enquiries whether by email, on the telephone or in person, e.g receiving of donations 

Work goes to:

· Requirement to manage own work load, with guidance given by the Fundraising Manager

· May delegate appropriate work to Volunteers and manage accordingly



	9.  DECISIONS AND JUDGEMENTS

	The post holder will be responsible for day to day decisions about managing own workload and will take decisions regarding delegating tasks to volunteers.

The post holder will ensure the smooth running of the fundraising office, ordering stationery, replenishing stock etc.

Problem Solving e.g resolving complaints



	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· Dealing with a wide variety of differing tasks, with competing deadlines

· Frequent interruptions to work by telephone calls or donors in person

· Dealing with bereaved relatives, and distressed donors, either in person or on the phone

· Managing to balance and prioritise talks that are being allocated by several different members of the Fundraising Department.

· Standing in for the Fundraising Manager to attend meetings and deliver presentations.

· Training volunteers to undertake specific tasks and managing their output




	11.  COMMUNICATIONS AND RELATIONSHIPS

	Communication is both verbal and written to a mix of internal and external contacts who may or may not be familiar with the work of the Hospice and/or Fundraising Department. 

Internal Communications and Relationships:

· Fundraising Department staff: sharing information, work practices, covering roles in times of absence 

· Hospice Finance and Administration Department:  Liaise over payments and bookings for events and participant’s sponsorship income
· Hospice Volunteer Department: liaising on volunteer issues 

· Hospice Departments: liaising with staff in all other departments as required e.g. for Newsletter articles

· Hospice Volunteers: building relationships and motivating fundraising volunteers, demonstrating work tasks

· Hospice Volunteer Groups: support by way of administration, and organisation groups
External Communications and Relationships

· Members of public: Direct contact and indirect (via website, newsletter, media coverage etc.) in order to raise awareness of the work of the Hospice, promote fundraising initiatives, donations and sponsorship and maintain high profile of the Hospice. 

· External Groups: Giving site tours to business leaders, community groups, schools and other organisations to promote the campaign.

· ​Suppliers and Service providers: liaising with event suppliers, newsletter designer, resource suppliers etc

· Sponsors- existing and potential:  may be members of public, but generally corporate, liaising over donor care and recognition 




	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical skills: standard keyboard skills, at fast pace, with accuracy required on a daily basis; 
Transporting self and equipment, using own transport, from one site to another on a daily basis - for example taking equipment and supplies to and from fundraising events.

Physical Effort: Daily lifting/carrying boxes, equipment for events, and Trading Company goods, sales and promotion set up. 

Mental Effort: 

Interruptions occur during the day-to-day activities both in the office on daily basis, and at events frequently. 

Meeting deadlines, such as the printing of event programmes, sales, sourcing prizes and auction items and general deadline for printing newsletters, posters and fliers.

Concentration required to ensure accuracy in producing above items

During major campaign events the process from set-up to completion of the event involves long periods of constant work e.g day long or evening events

Emotional Effort:

Involved with members of the public who may be distressed, upset or angry, when receiving donations or complaining about an event.  

Involved in resolving conflict situations of a minor nature, e.g members of the public calling to complain re customer care.

Environmental Demands:

The post is not wholly office bound, and the Fundraising Assistant will be required to  transport self and equipment, using own transport, from one site to another - for example attending and taking equipment and supplies to and from fundraising events.

Although work is predominantly indoors, travelling between different locations or premises is required to fulfil appointments and attend events irrespective of weather conditions. Some fundraising activities may be outdoors.



	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	1. Minimum HND/NVQ3 Degree? standard (or equivalent) with excellent standard of literacy and numeracy

2. Experience in using software packages including Microsoft word, Excel, PowerPoint, Publisher and databases.  (knowledge of Raiser’s Edge fundraising database, InDesign and Mailchimp are distinct advantages)

3. Working in office based support role dealing with variety of tasks. 

4. Previous Fundraising or sales/marketing work experience ideally for a minimum of 2 years

5. Ability to create and deliver presentations (using MS PowerPoint) to a range of corporate entities, including law firms, finance houses, retail workers and membership organisations such as Rotary Clubs, Guilds etc.
6. Good organisation and prioritising skills

7. Ability to communicate sometimes complex information effectively and accurately using the appropriate communication tools.

8. Good interpersonal customer service skills
9. Interested in the future of interactive media, particularly digital technology
10. Accuracy and attention to detail

11. Skills/experience in project planning

12. Research skills, using internet, media, and a range of specialist databases

13. Experience using a contact management (or similar) database

14. Experience of researching and analysing financial information

15. Ability to solve problems and deal with queries which require a proactive and tenacious manner

16. Excellent time management skills

17. Ability to prioritise workload, and frequently to be able to work on several tasks at once
18. This role will involve the transportation of equipment, using own transport, from one site to another - for example taking equipment and supplies to and from a fundraising event.




PERSON SPECIFICATION
	POST:
	FUNDRAISING ASSISTANT
	BAND:
	3


	CRITERIA 
	ESSENTIAL
	DESIRABLE

	Education and Qualifications


	· HND/NVQ4 standard (or equivalent) with excellent standard of literacy and numeracy


	

	Knowledge and Experience


	· Previous Fundraising or sales/marketing work experience ideally for a minimum of 2 years

· Working in office based support role dealing with variety of tasks. 

· Experience in using software packages including Microsoft word, Excel, Publisher and databases.  

· Experience using a contact management (or similar) database


	· Knowledge of Raiser’s Edge fundraising database
· Knowledge of InDesign software to assist with the  design of print materials
· Experience of researching and analysing financial information

· Previous experience working with schools or young people


	Skills and abilities


	· Good organisation and prioritising skills

· Ability to communicate sometimes complex information effectively and accurately using the appropriate communication tools.
· Ability to create and deliver PowerPoint presentations to a range of corporate entities, and audiences

· Good interpersonal customer service skills

· Accuracy and attention to detail

· Skills/experience in project planning

· Research skills, using internet, media, and a range of specialist databases

· Ability to solve problems and deal with queries which require a proactive and tenacious manner

· Excellent time management skills

· Ability to prioritise workload, and frequently to be able to work on several tasks at once


	

	Personal Qualities


	· Dynamic, enthusiastic and well motivated

· Flexible, supportive, calm and diplomatic approach 

· Open to change and new ideas

· Sense of humour and common sense approach


	 

 

	Other requirements


	· Ability to work occasional evenings or weekends (to support events)
· Ability to travel to attend events

	· Car driver with own transport


CONDITIONS OF SERVICE

TITLE:




Fundraising Assistant

REPORTING TO:


Senior Fundraising Manager

LOCATION
15 Boswall Road, Edinburgh
JOB STATUS:


Permanent, full-time
BAND/SALARY:


Band 3 £16,660 - £19,627 + Pension
HOURS:
Full-time – 37.5 hours per week.  Evening and weekend working will be required to fulfil the duties of the post (eg events support).

PENSION:
Contributory pension scheme in operation.  Contribution rates will vary depending on pensionable pay.  

NOTICE PERIOD:
4 weeks

PAYMENT OF SALARY:
The successful candidate’s salary will be paid monthly direct into his/her bank/building society account and he/she will be required to open an account if such facility is not currently in operation

ANNUAL LEAVE:


27 days per annum on commencement






29 days per annum after 5 years service






33 days per annum after 10 years service

PUBLIC HOLIDAYS:


8 days per annum

Part time staff will receive a pro-rata entitlement for annual leave and public holidays combined.  Reckonable Hospice and NHS service may be credited for annual leave purposes.

SMOKING POLICY:
There is a ban on smoking in all Hospice premises & grounds
PRE-EMPLOYMENT CHECKS:
All appointments are subject to verification of qualifications, medical assessment, and the receipt of satisfactory references. This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and therefore an Enhanced Criminal Records check will be required. All professional staff will be required to supply their relevant registration number, which will be verified with the appropriate professional body.
The summary of conditions above is for information purposes only and may be subject to variation.  They do not form the basis of a legal employment contract.

CONFIDENTIAL APPLICATION FORM
	

	Position applied for:
	Fundraising Assistant  USERADDRESS   \* MERGEFORMAT 
	

	

	Reference:
	 USERADDRESS   \* MERGEFORMAT 
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	Please type in black text (or hand write in black ink)


	1. PERSONAL
	

	
	

	SURNAME
	
	FIRST NAME(S)
	
	

	TITLE (Dr/Mr/Ms etc)
	
	
	
	

	PERMANENT ADDRESS
POSTCODE 
	
	

	
	
	
	
	

	WORK TELEPHONE
	
	EMAIL
	
	

	HOME TELEPHONE
	
	BLEEP/PAGER
	
	

	MOBILE TEL.
	
	
	
	
	

	
	

	NATIONAL INSURANCE NO.
	
	DO YOU HAVE A VALID/ FULL UK DRIVING LICENCE?
	YES
	
	NO
	
	

	
	
	

	Are you a British subject or a national of any EU country?


	YES
	
	NO
	
	

	

	If NO, do you have the right to work in the UK and a current work permit?
	YES
	
	NO
	
	

	

	If so, please state the expiry date of your right to work in the UK and/or your work permit:
	
	


	2.  EDUCATION & PROFESSIONAL QUALIFICATIONS

	       

	PLACE OF STUDY


	SUBJECT / QUALIFICATION
	RESULT / GRADE
	DATE OBTAINED

(mm/yyyy)

	
	
	
	


	3.  TRAINING COURSES ATTENDED

	      (any relevant training, or work related skills (for example languages, shorthand, etc)

	TRAINING PROVIDER
	COURSE TITLE/ SUBJECT
	DURATION
	DATE COMPLETED

(mm/yyyy)

	
	
	
	


	4.  REGISTRATION TO PRACTISE 

	       (e.g. GMC, NMC, HPC for posts where there is a requirement to be registered with a governing body)

	GOVERNING BODY
	REGISTRATION TYPE/ STATUS 
	REGISTRATION/

PIN NUMBER
	EXPIRY/

RENEWAL DATE

	
	
	
	

	
	
	
	
	
	

	Are you currently subject to any investigations or fitness to practise proceedings by a licensing or regulatory body in the UK or any other country?
	YES
	
	NO
	
	

	If YES, please provide details with your application

	

	Have you been removed from the register or have conditions been made on your

	registration by a fitness to practise committee or the licensing or regulatory body

in the UK or in any other country?
	YES
	
	NO
	
	

	If YES, please provide details with your application


	5.  MEMBERSHIP OF MEDICAL DEFENCE UNION/ PROFESSIONAL BODY OR  ASSOCIATION

	MEDICAL DEFENCE UNION
	MEMBERSHIP GRADE
	MEMBERSHIP NUMBER/ STATUS
	DATE OF ENTRY

	
	
	
	

	OTHER PROFEESIONAL BODY/ASSOCIATION
	MEMBERSHIP GRADE
	MEMBERSHIP NUMBER/ STATUS
	DATE OF ENTRY

	
	
	
	


	6.  PRESENT OR MOST RECENT EMPLOYMENT

	

	EMPLOYER NAME & ADDRESS
	

	
	

	

	JOB TITLE
	START DATE (mm/yyyy)
	END DATE

(if applicable)
	WEEKLY HOURS
	SALARY/

GRADE
	NOTICE PERIOD

	
	
	
	
	
	

	

	BRIEF DESCRIPTION OF YOUR DUTIES AND RESPONSIBILITIES
	REASON FOR LEAVING/ SEEKING CHANGE

	
	

	7.  PREVIOUS/OTHER EMPLOYMENT HISTORY

	      (Please start with most recent.  Continue on separate sheet if necessary)

	COMPANY/ ORGANISATION
	POST HELD AND RESPONSIBILITIES/ DUTIES
	DATE FROM
	DATE 

TO
	REASON FOR LEAVING

	
	
	
	
	


	8. SUPPORTING STATEMENT

Please provide your reasons for applying for this position and additional information that shows how you match the person specification.  For example, details of your achievements, relevant skills, knowledge, experience, voluntary activities, positions of responsibility, as well as research, publications, clinical care, clinical audit (if applicable), awards and language skills.  If you believe you have the necessary experience and skills – make sure you tell us!  

	Please continue on a separate sheet if necessary


	9.  REFERENCES

	Please give the details of three referees who have consented to be approached and are qualified to comment on your ability and experience (one should be your current or most recent employer).  

	                       1st  Referee                           2nd Referee                             3rd Referee

	Name
	
	
	

	Position
	
	
	

	Organisation
	
	
	

	Address
	
	
	

	
	
	
	

	
	
	
	

	Postcode
	
	
	

	Telephone
	
	
	

	Email
	
	
	

	May this reference be                YES

taken up before interview?            
	
	 NO                                       
	
	                     YES              
	
	   NO               
	
	
	    YES
	
	   NO
	


	10. REHABILITATION OF OFFENDERS ACT 1974 (EXCEPTIONS ORDER 1975)

Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.   Applicants are, therefore, not entitled to withhold information about convictions which for other purposes are "spent" under the provisions of the Act i.e. all convictions must be declared. In the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by the Hospice. Any information given will be completely confidential and will be considered only in relation to an application for a position to which the Order applies.

	Have you ever been convicted of a criminal offence, been bound over or cautioned or are currently the subject of proceedings which might lead to a conviction, an order binding you over or a caution, in the UK or any other country?
	YES*
	
	NO
	
	

	*If YES, please provide details with your application


	11.  DECLARATION *Please read carefully before signing this declaration.  

	I understand that any appointment offered is subject to health clearance, confirmation of qualifications and professional registration, enhanced Disclosure Scotland (criminal records) check, and references, all of which must be deemed satisfactory by the Hospice.  I hereby authorise you to carry out checks on all and any of my qualifications and/or registration from any establishment or employer and I give my consent to St. Columba’s Hospice processing the data supplied in this application form for the purpose of recruitment and selection.  

I declare that the information I have given in support of my application is, to the best of my knowledge and belief, true and complete. I understand that if it is subsequently discovered that any statement is false or misleading, or that I have withheld relevant information, my application may be disqualified or if I have already been appointed, I may be dismissed without notice.   This applies equally to any medical questionnaire/forms I may complete.

	

	SIGNED
	
	       DATE
	
	

	


	   Please return (by post or email) your completed and signed application form with any other attachments to:

	
	                  Administration Office, 

                  St. Columba’s Hospice,                                   TEL: 0131 551 1381          
                  15 Boswall Road,                                            FAX: 0131 551 2771        
EDINBURGH, EH5 3RW                 info@stcolumbashospice.org.uk                                        

	 

	All information provided will be treated confidentially in accordance with the Data Protection Act 1998 and will be used for employment purposes. Information provided may be kept on an electronic or manual recording system.


Fundraising Director


Legacies


Major Gifts


Gift and general administration





 Fundraising Manager


Trusts, Sporting/ Outdoor Events, Corporates and Schools








Senior Fundraising Manager


Gala Events, Corporates and schools, Special Efforts





Fundraising Assistant 


Gala Events


Corporates


Special Efforts





Fundraising Administrator


Legacies, Major Gifts,


Secretarial & general administration





Fundraising Assistant


Trusts


Sporting/ Outdoor Events


Schools
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