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Reports to: 		Head of Fundraising 
Revised:		March 2024
Direct Reports:	No direct reports 
Salary:                           From £30k.

 MAIN PURPOSE OF JOB:

The Community and Events Fundraiser is responsible for maximising the income generated from events and community activities, organised directly by Leuchie and those organised by supporters, volunteers and organisations.
They will also support the fundraising department to inspire, develop and co-ordinate increased involvement from supporters, managing new and existing relationships with volunteers, donors, organisations and partners as well as contribute towards the friendly and pleasant atmosphere enjoyed by guests and visitors.	

 MAIN DUTIES AND KEY RESPONSIBILITIES: 
Responsible for but not limited to:
· Lead our flagship events with a proactive approach to ensure their success.
· Developing a community and events fundraising plan that will achieve agreed income targets in line with the overall fundraising strategy, review and update this on an ongoing basis.
· Play a leading role in growing event fundraising through externally organised challenge events, established Leuchie organised events and to develop proposals for new events which have the potential to grow and develop.
· Lead and cultivate in growing community fundraising activity and income through supporter-led fundraising, local groups and organisations.
· Leading on the design and distribution of events promotional communications, media and materials, and collaborate with colleagues to co-ordinate these within the parameters of overall Leuchie communication plans.
Events Fundraising 
· Lead on organising and delivering a calendar of events, maximising fundraising income.
· Develop proposals for new events which have the potential to grow and develop.
· Lead on cultivating new and existing relationships with volunteers, supporters and businesses to secure sales, participation, fundraising, sponsorship and prizes for events.
· Co-ordinate volunteer and staff support for events as required.
· Manage and be responsible for all volunteers and staff on day of events to make sure everyone is aware of expectations, roles and responsibilities. 
· Develop promotional media and materials, collaborating with colleagues to coordinate these within the parameters of the overall Leuchie communication plans, updating the website and social media channels regularly as required.
· Work with third party suppliers and external venues on making sure events run smoothly.
· Lead on monitoring and evaluating the success of events with a full debrief of all events stating pros and cons for all events and provide recommendations and learnings to Head of Fundraising.
· Make sure all sponsors, volunteers, event participants etc are thanked in a timely manner.

Community Fundraising 
· Develop and cultivate cost-effective, community-based fundraising activities with existing and new volunteers and supporters to raise awareness and income for Leuchie.
· Develop and cultivate relationships in the community, including individuals and groups, partner organisations and local businesses to create an engaged and active supporter and volunteer base.
· Develop and cultivate the recruitment of and supporting fundraising groups to reach income targets.
· Cultivate the plan, coordination and attendance of talks and presentations with community groups and local organisations, store collections and static cans, and accepting cheques and donations.

Fundraising reporting and administrative support
· Ensure all event and community activities are in line with legal requirements and fundraising best practice, including data protection and health and safety.
· Maintain all records on fundraising database relating to events and community fundraising.
· Produce monthly reports relating to progress towards agreed targets.
· Responsible for cash handling, and banking money for fundraising in the local community

General
· Some travel and attendance to take part in fundraising activity as necessary, including evenings and weekends on occasion.
· Participate in mandatory training as per Leuchie policies and practices.
· Support other fundraising activities and administration from time to time as required.
· Contribute to fundraising budget setting and monitor costs in line with budgets.
· Any other duties that may be reasonably required.
· Follow and perform all duties as per Leuchie policies and procedures.

 PERSON SPECIFICATION

Qualifications  
· Educated to SCQF level 6 in English and Mathematics, or through equivalent work experience.
· Driving licence or the ability to travel independently to fundraising events.
Knowledge and Experience
· Proven experience of generating income through community and event planning including organisation and delivery.
· Experience of successfully recruiting participants, supporters, and/or volunteers for events and fundraising activities.
· Experience of growing external financial support through excellent stewardship.
· Knowledge of the community, including externally organised events which have the potential to generate income, and local organisations and companies which offer potential funding sources.
Skills
· Ability to use Microsoft Office and fundraising databases.
· Excellent verbal and written communication and interpersonal skills, including public speaking.
· Ability to manage a busy and varied workload.
· Ability and experience in developing and implementing promotional plans.
Personal characteristics / attributes
· [bookmark: _Hlk14849564]Demonstrates positive, professional, caring attitude and understanding of guest needs.
· Commitment to Leuchie’s vision and core values.
· Resilient.
· Ability to work unsupervised and to use initiative.
· Accountable, delivering high quality standards and service for Leuchie on a day-to-day basis.
· Flexible approach and attitude to tasks.
· Demonstrate a can-do attitude with excellent problem-solving skills.
[bookmark: _Hlk96505168]By accepting the job offer issued you agree to adhere to the duties and responsibilities outlined in this job description for the position of Community and Events Fundraiser. A copy of this job description will be held in your HR file.
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