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JOB DESCRIPTION

Job Title

Lottery Officer – St Barnabas House & Chestnut Tree House hospices
Responsible to
Lottery Manager
Principal contacts
(a) Internal: all members of the Marketing & Fundraising team, the Retail operation, Finance team, Director of Fundraising & Marketing and all other staff and volunteers.
(b) External: individual Lottery members, supporters of the hospices and the general public in Sussex.  A very wide range of varied external contacts including The Gambling Commission, Institute of Fundraising, local police, Local Authorities and the Hospice Lottery Association.  Extensive contact with suppliers ranging through marketing and website companies, media buyers, third party canvassing agencies, printers, database firms, Direct Debit software suppliers, the bank, mailing and fulfilment houses.
Environment
The post and the Lottery office team is based at Chestnut Tree House.
Job purpose

Take responsibility for setting up and maintaining Lottery membership records on our database and the Direct Debit system.  Control all aspects of some 32,000 Direct Debit and standing order payment plans.  Support the Lottery Manager in the overall management of the Lottery scheme which raises funds for both St Barnabas House and Chestnut Tree House.  Deputise for the Lottery Manager as well as lead on specific key projects within the team. 
Principal duties and responsibilities
1. Deputise for and represent the Lottery manager as required. 
2. Ensure the Direct Debit instructions of some 32,000 supporters are kept up to date including new starters, cancellations, amendments. 

3. Ensure daily financial transactions of Direct Debits, standing order, cheque and credit cards are completed and reconciled and that Direct Debit instruction and collection files are sent off in a timely manner.

4. Liaise with the database developer to create new procedures for the collection of Lottery income streams.
5. Be responsible for ensuring the Lottery procedure manual is up to date and that procedures are adhered to by all staff.

6. Ensure the weekly Lottery draw is carried out in a timely manner and that prizes have been authorised in the absence of the Lottery Manager.  Ensure that the winner cheques are prepared and despatched and that the results are published by various media.  

7. Collate and reconcile the Lottery weekly accounts in the absence of the Lottery manager and liaise with the Head of Finance.

8. Be fully knowledgeable of the legal regulatory framework of the Lottery including compliance with The Gambling Commission, data protection and the Fundraising Regulator.  

9. Work with the Lottery Manager to develop financial and management reporting as required.
10. Maintain and agree with the Lottery Manager the administration work rota and prioritise administration tasks as necessary.  

11. Supervise the Lottery Assistants.

12. Liaise with canvassing companies to address and resolve complaints about Lottery activity and ensure compliance with national guidance on public fundraising operations.
13. Assist the Lottery Manager in monitoring refunds to be obtained from canvassing companies for memberships that fail a set criteria.  
14. Liaise with Lottery teams at other hospices to establish best practice and identify opportunities to develop the Lottery.
15. Liaise with our fundraising teams to enable them to promote the Lottery appropriately.
16. Be responsible for selected marketing and promotional projects to develop and grow the Lottery.
Person Specification

Qualifications and/or Experience

Good standard of general education to a higher level or equivalent.

Experience at supervisor level (in financial, accounting, banking, payroll, stock control or administration).

Experience of working directly with, and preferably managing, large customer databases and dealing directly with the public.
Desirable
Experience in prize-led fundraising or Lottery activity

Experience in direct debit Database 
Experience of working with volunteers 

Skills

· Able to work well as part of a small team, taking responsibility for own tasks, using initiative, problem-solving and supervising others.

· Numerate and logical with analytical skills.
· Strong organisational and administrative ability.
· Accurate with good attention to detail.

· Able to draft correspondence and communicate confidently and clearly with a wide range of people.

· Diplomatic with good inter-personal skills.
· Able to plan and manage own and teams’ workflow and time.
· Target and results orientated with business acumen.
· Good keyboard and IT skills.
· Interested in marketing and promotion.
· Personal grief resolved sufficiently to perform and cope in palliative care setting.
· Own transport required.
OTHER DUTIES

To undertake any other duty within your ability and within reason, as may be required from time to time, at the direction of your line manager. 
