Fundraiser
Job description

	Salary
	£21,519.00 pa (NJC scale point 25) pro rata

	
	

	Holiday
	25 days pa (exc. Bank holidays) pro rata

	
	

	Hours
	15 hours per week (part-time) inc very occasional evenings

	
	

	Duration
	Permanent contract

	
	

	Conditions
	As per contract

	
	

	Responsible to
	Director

	
	

	Main accountability
	To provide support to the Director in implementing fund-raising strategy 

	
	

	Locations
	


Purpose of Your Job

To work with the Director in order to sustain - activities by drawing in income from a range of sources. To develop external and internal communications to promote the work of -. 
Accountabilities and Responsibilities

Fundraising

1. To work with the Director and support him/her on all aspects of - fundraising.

2. To undertake research into different funding streams and share in review of short and long term fund-raising strategy. 

3. To make applications to a range of funders, including organising visits for them to see our work and to talk to them about our work.

4. To take part in specific fundraising appeals.

5. To coordinate fund-raising events including supporting volunteers at such events. 

6. To become knowledgeable about the range of fundraising sources and work with the Senior team to ensure - income base continues to be broad and diverse.

7. With the Director, to maintain relationships with charitable trusts and companies, funders and donors and 

8. To be aware of, work within and contribute to the fundraising strategy of -.

Communication and networking – 

1. To assist the senior team in maintaining and develop - profile in relevant media (local, national), and to generate/create press releases and a positive media presence.

2. To produce a newsletter for existing donors and funders and friends of -, coordinating input from staff and young people. 

3. To work with all teams within - to support internal communications; branding, logos, templates, etc.

4. To liaise with any appropriate local networks and with local funders.

5. To keep up to date with relevant local and national developments which are pertinent to the role.

6. To develop excellent working relationships with the - services and to keep up to date with their work, in order to be able to confidently promote our work externally.

Administration and finance

1. To manage own workload and be largely self-servicing re: administration.

2. To manage thank you correspondence with donors.

3. To co-ordinate mailings of our communication materials to donors, charitable trusts, public funders, etc.

4. To have a basic understanding of budgets within fundraising applications.

5. To support and manage fund-raising volunteers. 

You will also be required:

· To attend a range of agency events inc. staff meetings, Link Days.

The post holder may be expected to undertake other appropriate duties from time to time under the direction of the Director.
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