	RENFREWSHIRE COUNCIL
CHIEF EXECUTIVES
JOB OUTLINE


	SERVICE: 

  
	Chief Executive
	SECTION:
	Directorate

	POST TITLE:
	Fundraising Assistant 
	POST ID:

	

	GRADE:

	GRF
	LOCATION:

	

	REPORTING TO:
	Fundraising Manager



	    PRINCIPAL ROLE:

	You will play a key role in the delivery of the fundraising strategy for Paisley Museum Reimagined (PMR).  

Reporting to the Fundraising Manager, you will support the generation of income by providing administrative support to the Fundraising Manager, board of trustees, project stakeholders and ambassadors. This will include database management; elements of fundraising research and developing mid to low-level funding applications; collating relevant information and figures; event administration and support and promotion of the capital campaign on social media channels and website.  

A key requirement will be to foster excellent working relationships with the PMR project management team; capital campaign trustees and prospects; and Renfrewshire Council’s marketing and communications team. 



Key tasks for which the post holder will be responsible: 
· Maintain the CRM (Blackbaud – E-tapestry) database and ensuring accurate data entry in support of fundraising

· Assist the Fundraising Manager with the management of supporter relationships

· Assist the Fundraising Manager with researching and preparing briefings on engagement with prospective supporters, individuals, companies, trusts and foundations on demand and to deadlines
· Maintaining research resources to monitor the philanthropic, business, arts and heritage environments, providing regular and ad hoc news updates to the Fundraising Manager on developments relevant to Paisley Museum
· Support the delivery of event logistics for donor visits and cultivation events and liaise with suppliers and venues

· Support the development and implementation of fundraising initiatives such as public appeals, Legacy and Corporate giving.

· Be the first point of contact for all enquiries including donors, partners and supporters and any reception of visitors, welcoming and greeting guests

· Process general correspondence and respond to requests e.g. Paisley Museum appeal literature; receipt books; collection boxes or Gift Aid forms

· Input donations via an established database, ensuring all financial data is kept up to date and accurate for the purposes of claiming Gift Aid and consolidation with the Finance department.
· Maintain good relationships with donors by providing timely services e.g. thank you letters, general correspondence and reporting

· Attend events when required, act as an ambassador for Paisley Museum and represent the charity and the interests of the Capital Campaign at all times

· Under the guidance of the Fundraising Manager, ensure compliance with GDPR

· Provide administrative support to the board of trustees and project ambassadors, as advised by the Fundraising Manager

· Assist in the development of content for campaign collateral and marketing materials
· With the support of the Fundraising Manager develop the campaign’s digital presence by co-ordinating the campaign’s digital presence and updating website and social media content 
· Developing design briefs and content for campaign and marketing materials
· Build successful relationships with colleagues in the PMR project management team, the Council marketing and communications team, and more widely across Renfrewshire Council and Leisure Trust as appropriate

· Answer general enquiries from across Renfrewshire Council, as required
· Adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies
This description is indicative of the nature and level of responsibilities associated with this job. It is not exhaustive, and the job holder will be required to undertake other duties and responsibilities commensurate with the grade.
	RENFREWSHIRE COUNCIL

CHIEF EXECUTIVES 

PERSON SPECIFICATION

POST:            Fundraising Assistant 
LOCATION:   5a High Street, Paisley
POST ID:      

	FACTORS
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	EDUCATION
	HNC qualification or equivalent work experience

	
	Application Form

Evidence of original qualification

	RELEVANT EXPERIENCE


	Track record in record keeping and data management

Experience of marketing and promotional tools to support fundraising campaigns and activity

An understanding of GDPR and how it is observed in the context of charitable fundraising 
	Experience of supporting fundraising in a non-profit organisation.  
Appreciation of the Arts and Heritage sectors 

	Application Form

Interview

References

	SPECIAL KNOWLEDGE & SKILLS
	Articulate with excellent writing and communication skills

Ability to work to plans, prioritise workload, meet deadlines, and work under pressure

Ability to exercise care and attention to detail whilst working to deadlines

Ability to work proactively on own initiative, whilst working supportively as part of a team 

Ability to build relationships with colleagues

Proficient in the management of CRM databases
Have an understanding of website development, and their maintenance
Competent IT skills in Microsoft Office packages including Word, Excel and Outlook, and internet search/research 
	Knowledge of social media monitoring tools, website development and CMS
	Application Form

Interview

References

	PERSONAL FEATURES/

QUALITIES

	Flexible and adaptable

Friendly and helpful attitude

Willingness and ability to divide time between fast-turnaround responsive work and more in-depth work

Professional personal presentation with the ability to quickly build rapport

Willing and able to work some evenings and weekends

Enjoys working in a team
	
	Application Form

Interview

References

	MANAGEMENT COMPETENCES
	N/A
	
	

	OTHER
	N/A
	Driving licence and access to a car
	Application 



