Job Description                                              


        
        Fundraising Co-ordinator
The Job Details

	Job Title:
	Fundraising Co-ordinator

	Salary:
	£29,500 pro rata to 28 hours per week

	Pension:
	5% of salary subject to Staff Policy Conditions (see Staff Handbook)

	Conditions:
	Refer to Staff Handbook for full details

	Holidays:
	Pro-rata equivalent of 32 days for full year April-March comprising 28 days + 4 fixed public holidays therefore 179.5 hours.  (All holiday allowances pro-rata for part years).

	Hours of work:
	28 hours per week.  A Time-Off-In-Lieu system operates for any additional hours worked or the normal working day is altered.  

	Probationary Period
	4 weeks and then 3 months

	Notice Period:
	As per Contract

	Contract Period:
	Permanent

	Responsible to:
	Chief Executive Officer

	Responsibilities:
	Project Volunteers

	Screening:
	Interview, references and a satisfactory Basic Disclosure is required



The Organisation

[image: image1.emf]Carers Link wants to see carers of East Dunbartonshire have the best possible quality of life, through help and support for their caring role and the opportunity to pursue their own needs, interests or work. 

We are passionate about supporting carers because as staff, we’ve been there.  Some of us are carers now, whilst the others have been carers in the past.  Quite simply, we get it.  We know the tiredness, the guilt, the frustration, the loneliness, the sadness that can all come with caring responsibilities.  But we have also seen a community of carers grow locally over the last 15+ years, sharing in their support of one another, sharing in their laughter, in their tears and sometimes both at the same time.

This shared experience is one of the things that makes Carers Link TRUSTED.  Carers share so much of themselves with us because they trust us – not just to keep information confidential but to be there for them and to do what we say we will.  

The Job
The American guru of fundraising Henry ‘Hank’ Rosso said that “Fundraisers should use pride, not apology, when asking for a gift for a charity that is doing good work.”  We believe that we are doing good work – and indeed the carers that use our services tell us this.  However, this good work is struggling to meet the year-on-year increase in demand for services.  Recently, this was worsened by drastic funding cuts imposed on local voluntary organisations including Carers Link, resulting in the loss of jobs and supports for carers.
We are therefore looking for someone to help us raise the funds needed to build back better and stronger.  Carers deserve nothing less.  We’ve already started rebuilding but need someone dedicated to the role, who can encourage the wider community and businesses to support us, and complete powerful applications to grant-giving trusts.  
The post-holder will have the following priorities (in order of importance):

1. Encourage and facilitate community and corporate fundraising including organising fundraising and sponsorship activities
2. Developing Respitality by encouraging in-kind donations through local leisure, tourism and hospitality providers

3. Relationship building with donors and members

4. Trust Applications for small projects 

5. Small Trust Appeals for unrestricted core costs 
6. Encourage and facilitate Legacies and In Memoriam Giving
7. Assist the CEO with Grant Applications for large projects.
These purposes are delivered through described tasks below and supported by additional objectives in line with the business plan.
Task Descriptions   





           

Fundraising – General (Approx 5% of your time)
· Work with the CEO to develop a Fundraising Strategy.

· Ensure that income targets within your areas of responsibility are achieved within agreed timescales.  
· Produce and implement a realistic and manageable work-plan to meet these targets.

· Work with the Finance & Business Support to ensure Gift Aid is maximised and that processes are in place for reclaiming contributions.
Priority Area 1 (Approx 25% of your time)
· Be responsible for developing volunteer fundraising income streams (Corporate and Community).
· Devise, implement and evaluate an annual plan of fundraising activities and/or events such as firewalks, zipslides, Kiltwalk etc.
· Carry out all aspects of administration, co-ordination and preparation of any fundraising events or activities being organised by Carers Link including risk assessment/risk control.
· Utilise local papers and social media to publicise fundraising events or activities, as well as wider community awareness of our fundraising needs.
· Work with the Operational Manager and CEO to develop a role for fundraising volunteers and assist in their training and support.  Co-ordinate the involvement of your volunteer team.
· Support the formation of volunteer community fundraising groups, with the aim of maximise the funds they raise
· Represent Carers Link at cheque presentations or similar events. 

Priority Area 2 (Approx 25% of your time)
· Develop Respitality opportunities locally by working with the local leisure, hospitality & tourism sectors to encourage Short Break donations.

· Utilise local papers, social media and networking opportunities to promote Respitality as a concept amongst leisure, hospitality & tourism sectors.

· Work with the Grants Co-ordinator to match carers who are interested in being matched with a Respitality break and supporting them – if required - through the booking process. 
· Ensure that all Respitality activity is recorded and monitored for reporting purposes. 
Priority Area 3 (Approx 20% of your time)

· Manage the administration of fundraising including thank-you’s/acknowledgements to donors, receipts and other correspondence, and ensuring the central database is accurate and up to date.

· Develop regular communication with current and potential donors either directly or via our other e-bulletins/What’s On Newsletter.
· Ensure all donor communication complies with individual preferences, GDPR and Privacy and Electronic Communications Regulations (PECR).
· Explore new ideas to further develop relationships with donors and members such as plans for donors at different giving levels or member benefits.

· Forge long-term mutually beneficial relationships with corporate supporters, raise funds and secure sponsorship and donations.

Priority Areas 3, 4 and 5 (Approx 20% of your time)
· Identify small trusts that are open to general appeals or requests for contributions.  Follow through with letters of application.

· Work with the CEO to identify trusts that may be interested in funding any of our current service areas.  Assist in completing application forms as agreed with the CEO.

· Be part of a wider staff team in contributing towards completing application forms for large scale projects e.g. to the National Lottery, Comic Relief etc.

Priority Area 6 (Approx 5% of your time)
· Be responsible for devising and implementing ongoing initiatives to encourage Legacy and In Memorium giving.

· Work with the CEO to develop printed and online marketing and communication materials.
· Develop relationships with key supporters to nurture legacy pledges. 
· Keep accurate records of pledges and outstanding legacies including follow-up with solicitors.

· Develop strong links with local solicitors to both promote Carers Link as a beneficiary and to help with initiatives such as Will Week. 
· Work with staff and volunteers to explain and encourage their (or their service’s) involvement in the promotion and development of Legacy and In Memorium giving

· Ensure all legacy fundraising is done sensitively and appropriately.
· Keep abreast of relevant legislation relating to legacies.

Organisational Responsibilities

· Be aware of the aims and objectives of Carers Link and work within the group to ensure these are achieved.

· Adhere to agreed budgets and timescales.

· Work within the policies, principles and good practice of Carers Link, in particular adhering to confidentiality at all times in relation to information accessed through role involvement.

· Carry out the necessary organisation, administration and planning as required for projects or tasks.

· Make effective use of training opportunities made available.

· Any other task that may be reasonably requested of the post.
Person Specification    
	Shared Experiences
	Essential
	Desirable

	Personal experience of being a Carer or Young Carer 
	
	(

	An understanding of the issues faced by carers 
	(
	

	Values
	Essential
	Desirable

	Be true to your word - Be honest and act with integrity, deliver what you say you will do (but don’t promise what you can’t)
	(
	

	Recognising individual circumstances – Treat people with dignity and respect, whether carers, staff, volunteers or partner organisations
	(
	

	Time for you – Be willing to have a cup of coffee with someone (virtual or otherwise), chat and importantly, listen
	(
	

	Embracing change - Have a positive, energetic and ‘can do’ approach.  Be creative at problem solving.  A sense of humour helps too!
	(
	

	Do your best in all that you do – Have high standards in the quality of your work whether supporting carers or typing up notes on the database.  Always seek to continually improve what you do and contribute to the improvement of the organisation
	(
	

	Be a team player and support your colleagues to ensure goals are met
	(
	

	Behave in a way which builds a strong reputation for Carers Link
	(
	

	Personal Qualities
	Essential
	Desirable

	Enthusiasm and a sense of humour!
	(
	

	Able to cope with limited resources, seize opportunities and think creatively
	(
	

	The capacity to inspire and motivate others
	(
	

	High degree of written and communication skills
	(
	

	Other Abilities & Skills
	
	

	Good organisational skills and able to prioritise and work to meet deadlines
	(
	

	Dynamic, self-motivated, and able to work and act on own initiative
	(
	

	Ability to work methodically and accurately 
	(
	

	Excellent IT skills particularly Microsoft Word, Excel, Power Point, Databases
	(
	

	An appreciation of volunteers and an understanding of their needs
	
	(

	Experience & Knowledge
	Essential
	Desirable

	We seek someone who has experience or knowledge of at least one of the following aspects of the role:

· professional fundraising whether through Trusts or Community OR

· financially targeted sales in a sales/commercial environment OR 

· strong Marketing/PR background inc. social media
	(
	

	Proven experience of proactively identifying opportunities, cultivating supporters and building relationships
	
	(

	Previous experience of event management –from initial idea through to completion including risk assessment/health & safety
	
	(

	Knowledge of local community/East Dunbartonshire
	
	( 

	Circumstances
	Essential
	Desirable

	Able to work flexibly outside the normal working hours (with advance notice).
	
	(

	Hold a current clean driving licence
	
	(
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