[image: \\sc-fs2\HR\Logo\Logo (white background).jpg]
 
    STRATHCARRON HOSPICE 
 
Events and Challenges Fundraiser 
 
Permanent  
Full Time: 37.5 hours per week 
 
Salary:  £23,869 - £30,975 per annum  
Ref No: 2201563 
 
Would you like to be part of a dynamic Fundraising Team who work together to support the services Strathcarron Hospice provides for local people at a time when they are needed most? Are you a can-do person, who thrives on running a busy and varied portfolio which raises invaluable funds for a local charity? If you are, then we have a fantastic opportunity for someone looking for a full-time Events and Challenges fundraising role. 
 
This exciting role is key to the Hospice fundraising team and you will work together with colleagues to deliver a varied programme of events throughout the year, building awareness and generating valuable income. Ranging from traditional in-person fundraising events to overseas, virtual and third party challenges, this role is full of interesting opportunities to develop as an events professional. You will need to be an excellent communicator, organiser and have the enthusiasm and knowledge to drive forward a key element of the charity’s fundraising strategy.  
 
Duties will include: 
· Deliver a programme of in-person and virtual events which deliver on budgets for income and expenditure 
· Building relationships with a wide range of stakeholders including third-party providers and suppliers 
· Supporting the wider fundraising team with gaining sponsorship and event support 
· Ensure a high level of stewardship for event attendees/participants, supporters, sponsors and donors 
· Take an active role in competitor activity, identifying new event opportunities, market trends and event budgeting 
· Be proactive in recording event and supporter data 
· A positive approach to overall fundraising, helping contribute to overall income targets 

Applicants will need: 
· Proven experience of success in running a variety of events 
· Ability to manage a varied and constantly evolving range of projects 
· A real 'can-do’ attitude, keen to lead by example 
· A commitment to the charity’s ethics, values, and team mentality 
· Exceptional skills and experience in relationship building and communication 
· An understanding of H & S, Risk assessment, and event planning 
· A creative and innovative approach to planning and implementing a diverse range of appropriate events 
· Knowledge of Digital/Online Fundraising 
 
 
This post is for 37.5 hours per week, the Event and Challenge Fundraiser is required to be flexible as the days of working each week may vary and will involve occasional evenings and weekends.  
 
The post is subject to a check by Disclosure Scotland. 
 
For further information, please contact Jackie Johnston, Fundraising Manager on 01324 826222.  
 
An application pack is available on our website www.strathcarronhospice.net or by contacting Nicola Griffin, Human Resources on 01324 826222 or by emailing Nicola.griffin@nhs.scot

Closing Date: 5pm on Monday 31st January 2022 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STRATHCARRON  HOSPICE 
 
JOB DESCRIPTION 
 
 
1. JOB DETAILS 
 
Job Title: Event and Challenge Fundraiser  
 
Responsible to: Fundraising Manager 
 
Department: Fundraising  
 
No. of Job Holders: 1 
 
 
2. JOB PURPOSE 
 
The Hospice requires to raise funds in excess of £8 million each year from voluntary sources to ensure the delivery of high quality care to patients, their families and carers. As part of the Fundraising Team the post holder will lead on all event and challenge fundraising.  
 
 
3. DIMENSIONS 
 
· Work as a key member of the Fundraising Team 
· In conjunction with Corporate Fundraiser, develop proposals and seek sponsorship for events 
· Under the supervision of the Fundraising Manager, manage all Strathcarron Hospice in-person and virtual fundraising events, from risk assessment, marketing to running order on the day and post-event valuation    
· Develop and maintain relationships with all suppliers, ensuring we get the best possible value from service providers    
· In conjunction with Corporate Fundraiser provide relevant support to corporate partners   
· Recruit and manage volunteers in a number of roles to market and/or support events 
· Support Hospice Community events e.g. Royal Visit, Candlelight Celebration 
· Develop and manage formal partnerships, including overseas event organisers, including supporting participants  
· Identify new opportunities in line with current trends 
· Ensure all event website content is up to date as well as social media channels, working alongside the Communications Manager 
· Maximise participation of events by effective marketing 
· Train for further duties which may be needed within the Hospice to ensure that business continuity is maintained during periods of staff absence 
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5. KEY DUTIES / RESPONSIBILITIES 
 
A.  FUNDRAISING ACTIVITIES 
 
· Maintain relevant records of all fundraising events 
 
· Deal with telephone enquiries to Fundraising    Department. 
 
· Inspire members of the public to support Strathcarron Events and partner events  
 
· Ensure all events are publicised as widely as possible 
 
· Recruit and manage volunteers for on the day support 
 
· Continually review financial viability of Events    
 
· Ensure all Events website content is up to date and inspiring  
· Support event participants (in-person or virtual) 
 
B. INPUT INFORMATION INTO HOSPICE DONOR BASE SYSTEM (RAISERS EDGE) 
 
· Ensure all Events are correctly administered on Raisers Edge  
· Provide information/reports to Fundraising Manager on all fundraising event activity as required 
 
 
6. SYSTEMS & EQUIPMENT 
 
Generic: 
 
· PC, Printer/Photocopiers, Microsoft Office, Raisers Edge  
 
7. ASSIGNMENT AND REVIEW OF WORK 
 
· Plan and organise own time to ensure all duties run smoothly and are completed on time. 
· Work flexibly to ensure availability for specific out of hours meetings and events 
· Responsible for review of own workload and working collaboratively with the Team. 
· Adjust timings and priority of workload to suit departmental needs and unforeseen circumstances. 
 
8. DECISIONS AND JUDGEMENTS 
 
· Decision making within own remit. 
· Occasional judgements when dealing with departmental enquiries. 
 
9. MOST CHALLENGING PART OF JOB 
 
· Multi-tasking and maintaining quality of work. 
· Using initiative/problem solving 
· Balancing conflicting priorities under tight time constraints. 
 
10. COMMUNICATIONS & WORKING RELATIONSHIP 
 
Internal:  
 
· Fundraising Team and wider teams – share information and knowledge 
· Good working relationships and communication vital for smooth running of Fundraising  
 
External: 
 
· Enquiries from general public, organisations, suppliers volunteers and third party providers via e-mail, typed correspondence and verbal communication. 
· Positive communication with Fundraising volunteers to ensure their continued assistance to the department. 
· Liaising with local Councils for relevant permits. 
·  
 
11. PHYSICAL / MENTAL / EMOTIONAL DEMANDS OF THE JOB. 
 
Physical demands: 
· Daily keyboard use. 
occasional lifting of heavy Fundraising goods and demands of   running event on the day 
 
Mental demands: 
· Concentrating at computer for periods of time. 
· Frequent interruptions due to interaction with other department members, telephone enquires, taking of donations, and attending to requirements of other Strathcarron staff. 
· Frequent contact with volunteers, and being good-natured even when very busy. 
 
Emotional demands: 
· Occasional contact with bereaved relatives – e.g. taking donations of funeral collections. 
· Dealing at all times with sensitive issues in the appropriate manner. 
 
Environmental demands 
· Distraction of working in open plan office. 
· Extensive use of PC. 
 
12. KNOWLEDGE, AND EXPERIENCE REQUIRED TO DO JOB 
 
· Minimum of 2 years fundraising experience 
· Good working knowledge of computers/competence of Microsoft Office/Raisers Edge. 
· Good working knowledge of finance and accounts. 
· Good numeric skills. 
· Exceptional communication skills. 
· Exceptional people skills. 
· Knowledge of Digital Fundraising 
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TERMS AND CONDITIONS OF EMPLOYMENT 
 
Terms and Conditions: The terms and conditions of service are those laid down in line with the Agenda for Change Handbook. 
 
Location:  Strathcarron Hospice. 
 
Salary Scale: £23,869 to £30,975 per annum  
 
Staff taking up a new appointment with Strathcarron Hospice will normally enter the scale at the minimum of the pay band/range. Any appointment above the lowest point of the pay band/range will be subject to verification of previous NHS/Hospice services or experience outside the NHS/Hospice, which is given in recognition of relevant complete years of experience. 
 
Duration: Permanent. 
 
Hours: 5 days per week (37.5 hours per week)  
 
Employees will be required to vary the pattern of their working week subject to the needs of the service. 
 
Annual Leave: 27 days rising to 29 days after 5 years’ service and to 33 days after 10 years’ service plus 8 public holidays (pro rata).  NHS Service recognised for annual leave/public holiday entitlement. 
Or   
202.5 hours rising to 217.5 hours after 5 years’ service and to 247.5 hours after 10 years’ service plus 60 hours public holiday (pro-rata) 
 
Sick Leave & Pay: In accordance with Strathcarron Hospice provisions.  
 
Pension Scheme: Strathcarron Hospice is a member of the Falkirk Council Local Government Superannuation Scheme which is a defined benefit scheme based on a career average salary. It is equivalent to and interchangeable with NHS pension.  You will be automatically enrolled onto this scheme unless you actively choose to opt out.  Further information can be found here (https://falkirkpensionfund.org/ 
 
Right to work in the UK: Strathcarron Hospice has an obligation to ensure it does not employ any worker who has not been granted the relevant permission to work in the UK. This permission is without exception granted by the UK Border Agency. We are required to check the entitlement to work in the UK for all prospective employees, regardless of nationality or job category 
 
 
Pre-employment Health No appointment can be confirmed until a satisfactory health report 
Assessment: is received from Occupational Health through NHS Forth Valley  
 
 
Protecting Vulnerable  From 28th February 2011 the Scottish Government introduced a new  
Groups Scheme  membership scheme to replace and improve upon current disclosure 
(if applicable): arrangements for people who work with vulnerable groups. 
As the duties of this post involve regulated work with children and young people and/or protected adults, the successful candidate will require to be a member of the PVG Scheme and consent to Strathcarron Hospice obtaining a Scheme Record or a Scheme Record Update, if they are already a member of the Scheme. More information of the PVG Scheme can be found at www.disclosurescotland.co.uk 
 
Police Act Disclosure Check   If the duties of this post require the declaration and validation of  (if applicable): criminal convictions, the successful candidate will be required to  
complete a standard or enhanced Police Act Disclosure Scotland check prior to any offer of appointment being made. In the event of employment, any failure to disclose such convictions could result in the withdrawal of any offer, disciplinary action or dismissal by Strathcarron Hospice.  
 
Confidentiality: In the course of your duties you may have access to confidential information concerning patients or staff.  Unauthorised disclosure or removal of information may lead to disciplinary action. 
 
Equality in Employment: Strathcarron Hospice fully supports the principle of equality in employment and opposes all forms of unlawful and / or unfair discrimination which cannot be shown to be justified. Strathcarron Hospice is committed to ensuring equality of treatment for both present and potential employees. 
 
No Smoking Policy: In line with Strathcarron Hospice’s No Smoking policy, Strathcarron Hospice is a smoke free environment. This means that smoking will not be permitted by staff anywhere within the Hospice premises including residences and grounds  
 
Health & Safety: All employees have a responsibility for their own health & safety and the health & safety of others who may be affected by what they do.  Employees also have a duty to co-operate with their employer by following Strathcarron Hospice policies and procedures and safe systems of work; by using equipment safely and by bringing any shortcomings in health and safety arrangements to the attention of their employer.  Where something is provided in the interests of health & safety employees must not interfere or misuse it.  All employees have a legal responsibility to report any shortcomings in terms of this in their area.  Managers and supervisors have a responsibility for monitoring health & safety arrangements and ensuring staff are following policies and procedures and safe systems of work. 
 
Partnership Agreement: Contributing to the development of partnership working by: supporting Strathcarron Hospice in delivering its goals and objectives; supporting continuous improvement in own performance and the performance of the department, directorate and Strathcarron Hospice; attending training, development and other activities aimed at improving own skills and for the benefit of the organisation and patient care. 
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