Job description

This job description describes the practical purpose and main elements of the job. It is a guide to the nature and main duties of the job as they exist currently, but is not intended as a wholly comprehensive or permanent schedule.


	
1. JOB DETAILS

Job title: Senior Fundraising and Events Executive Department: Marketing and Fundraising
Reports  to:  Head  of  Marketing,  Communications  and Fundraising

	
2. OVERALL PURPOSE OF THE JOB

The Senior Fundraising and Events Executive will be a key member of St Andrew’s First Aid and will grow our fundraising portfolio to ensure continued growth and impact, raising funds which will support St Andrew’s First Aid volunteers and the lifesaving work being carried out in schools and communities across Scotland. They will also deputise for the Head of Marketing, Communications and Fundraising in their absence. 

The post holder will be required to:

a. Maximise income generation through a structured programme of events, identifying new opportunities as well as project managing regular events including the annual Scottish First Aid Awards and other established events.
b. Secure fundraisers from corporates, local businesses, events and community participation.
c. Develop, secure and maintain a pipeline of potential sponsors and supporters 
d. Create compelling pitches to engage and secure new fundraisers as well as support from our team of St Andrew’s First Aid volunteers
e. Plan, create and manage a calendar of fundraising events and challenges
f. Identify and submit applications to corporate foundations 
g. Work collaboratively with the Marketing team to support external fundraisers with relevant marketing materials and  information
h. Provide excellent fundraising materials and stewardship
i. Proactively seek fundraising opportunities across all sectors including schools and community groups
j. Grow and deepen relationships with potential funders for continuity of income
k. Analyse the performance of events and other fundraising activities for effectiveness and return on investment

	
3.  JOB DIMENSIONS



	Structure:


Head of Marketing, Communications and Fundraising


Senior Fundraising and Events Executive


Budget:
The post holder is responsible for ensuring that agreed fundraising income targets are met for through events and fundraising activity:

All plans, projects and budgets must be agreed with the Head of Marketing, Communications and Fundraising in advance.

	
4. PRINCIPAL ACCOUNTABILITIES
a. Consistently meet and surpass agreed income targets on a monthly, quarterly and annual basis.
b. Identify new events, as well as support current planned events through sponsorship, table sales, prizes etc. to increase income 
c. Promote the value and work of St Andrew’s First Aid to business, the public and local communities.
d. Support fundraising volunteer activity, enabling them to fulfil their potential and our purpose - to raise as much money and awareness as possible for St Andrew’s First Aid.
e. Advise internal/external groups and individuals on fundraising activities and give guidance on fundraising policies and regulations within an acceptable risk framework.
f. Maintain and grow existing corporate relationships and cultivate new ones in pursuit of sustainable financial support from this sector.
g. Collaborate with marketing colleagues to promote St Andrew’s First Aid
h. Advise members of St Andrew’s First Aid (groups and individuals) on fundraising activities as well as give guidance on fundraising policies and regulations.
i. Ensure events are thoroughly researched, viable and profitable from a resource and commercial perspective.
j. Work with our external door to door fundraisers to ensure they are supported with relevant materials and up to date information




	
The accountabilities contained herein should not be regarded as exhaustive.

	


	
5. [bookmark: _GoBack]THE PERSON  – Skills and Experience

· A proven track record of fundraising within a charity
· Good working knowledge of Raiser’s Edge or equivalent
· Proven track record of planning and delivery of fundraising events
· Nurturing of corporate sponsors/partners
· Knowledge and understanding of fundraising best practice
· Budget management, forecasting and working to KPIs
· Excellent communication and presentation skills
· Networking and influencing skills
· Project management from initiation to completion
· Good working knowledge of social media platforms 
· Proficient in Microsoft office applications

Note:

Every job description in the organisation will be subject to a review either:
· on an annual basis at the time of the annual appraisal meeting, or
· as a result of a change in strategic direction, or
· as a result of a team/operational requirements, or
· as a result of agreed performance appraisal needs and objectives, or
· within six months of appointment



