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JOB DESCRIPTION

	Job Title:
	Fundraising Officer

	Date:
	May 2022

	Department:
	Development

	Line Manager:
	Fundraising Manager

	Grade/Pay Scale
	£25,500 per annum (pro rata)

	Location:
	Hybrid Working – remote and Wolverhampton City Centre, with regular travel across the West Mids and Staffordshire

	Status:
	Part Time (21 - 25 hours a week) Permanent, Flexible


Job Purpose

	The Fundraising Officer will ensure maintenance and growth of both donor relationships and income generation through working on own initiative.
The post holder should be dedicated to transforming the lives of women and children affected by domestic abuse and homelessness.


Scope of Job – main tasks, duties and responsibilities

	Personnel
· To work closely with other colleagues in the fundraising team to take a supportive approach to co-working and delivering shared activities

· To proactively identify opportunities to maximise support from volunteer input, both professional volunteers and volunteer roles that do not require substantial expertise

· To work closely with and support colleagues outside of the fundraising team, recognising yourself as part of a wider team (development) and organisation, acknowledging that working closely with colleagues can ensure the objectives of THW can be achieved.

Fundraising

· Seek out new partnerships, engaging with a wide variety of audiences from schools to faith groups, individuals to community groups to maximise fundraising opportunities and to steward donors to long-term of support. 
· Responsible for managing relationships with new and existing donors, ensuring they are fully supported throughout their donor journey and have a consistent point of contact. Your support should be tailored for all relationships including but not limited to community groups, individuals and schools, ensuring all interactions and activities are underpinned by the principles of good donor care.  

· Plan, lead on, and deliver a set of annual events and meetings which feed into the wider calendar of events across the fundraising team
· Prepare and deliver talks and pitches to organisations to increase awareness of and fundraising support for the organisation’s activities and secure charity of the year partnerships

· To support the development of fundraising related comms by working with the communications and design functions, providing the information they need
· Use available methods of communication as appropriate, including face to face communication, to build long term relationships with the community and businesses
· To represent The Haven Wolverhampton in radio and television interviews where appropriate, relevant to the promotion of fundraising activity

· Secure sponsorship and auction prizes for upcoming events and appeals
· To oversee other fundraising activities, tasks and other projects as directed by the Fundraising Manager, this could include but is not limited to regular giving, in memory donations and legacy fundraising

· To utilise stories, case studies and quotes from colleagues to build into conversations and fundraising materials to provide more detail to existing and potential donors. Work closely with other roles at THW who are already gathering this information to ensure efficiency.
Reporting, Monitoring and Development
· To support in the management of online giving platforms including but not limited to Just Giving and Give Penny
· To support the Line Manager with developing an operational plan to achieve annual targets
· To ensure the Harlequin database is kept up to date with donor/supporter information and recording pertinent activities and communications, in line with GDPR and in a timely manner
· Monitor monthly and quarterly target setting and report to manager and ensure fundraising team KPI’s are met
· To produce fundraising reports as required by the Fundraising Manager, SMT and Trustees

Compliance
· To ensure all THW fundraising activity is delivered in line with relevant legislation and regulation, including but not limited to, The Fundraising Regulator and Code of Fundraising Practices, GDPR (including data retention), Charity Law, The Charity Commission and the Fundraising Preference Service. As well as adhering to internal THW procedures and policies, and processes
· To take a proactive approach in keeping up to date with changes to the fundraising regulator and charity law


General duties and responsibilities

	· To undertake such other duties, training and/or hours of work as maybe reasonably required, and which are consistent with the general level of responsibility of this job.

· To have personal responsibility for maintaining personal and professional development to meet the changing demands of the job and The Haven, by undertaking appropriate training and development activities. This includes encouraging and supporting staff and managers in their training and development.

· To undertake any health and safety training and related activities such as First Aid, Fire Marshall, Duty Hold, Health & Safety representative etc. as required for the post and as required by The Haven Wolverhampton to ensure their Health & Safety Policy is implemented effectively.

· To ensure equality of opportunity both in service provision and employment, having regard to the needs of the diverse communities we serve.

· To act in accordance with the organisations standing orders, financial regulations and financial procedures.

· To supervise and support volunteers and placement as required

· To comply with legislation and The Haven’s policies including Confidentiality, Information Sharing, GDPR, Computer Security, Safeguarding vulnerable adults and children, and Human Rights.

· To undertake any other duties commensurate with the grading of the post subject to reasonable adjustment under the Equality Act.

· To support hostel staff in ensuring the well-being of residents and their children working directly with our client group, including working within the hostels if required using the skills associated with the job.

· The duties of the post may change and develop from time to time in the light of new legislation, The Haven’s Policies, organisational development and social trends. Such development will be monitored in conjunction with the Chief Executive and will be reflected as necessary in the aims and objectives of the post.




Special Conditions (if applicable e.g. unsociable hours, extensive travel etc.)
	· Able to work unsociable hours on occasions if required to undertake internal Haven activities or external continued professional development activities.




…………………………………………………………………………………………………..
	Signed (Jobholder)
	

	Print Name
	
	Date:
	


PERSON SPECIFICATION

The Person specification provides a list of essential and desirable criteria which a candidate should possess to be able to perform the job. Each of the criteria listed below will be measured through one or a combination of the following: A = Application form/CV; I = Interview; D = Documentation; R = References and T = Test.

	Job Title:
	Fundraising Officer
	Job Purpose:  The Fundraising Officer will ensure maintenance and growth of both donor relationships and income generation through working on own initiative.
The post holder should be dedicated to transforming the lives of women and children affected by domestic abuse and homelessness.



	Date:
	May 2022
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	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Experience
	· Previous experience in a professional fundraising role at a non-profit

· Experience of managing and developing relationships 
· Demonstrable experience of event management including budgeting and monitoring targets
· Experience managing volunteer fundraisers in line with relevant regulations and managing volunteers to support with events
· Experience of administrative tasks including, creating letters, filling in forms, data input etc
· Experience of using social media and/or other PR tools 
· Experience of using a Customer Relationship Management database, particularly Harlequin.

	· Experience of evaluating events and financial return on time spent
· Experience managing online giving sites 
· Experience using design software; ideally canva
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	Knowledge & Understanding
	· Understanding of target setting and the importance of reaching funding targets 
· Demonstrate an understanding and a dedication to the principles of donor care
· Knowledge of fundraising legislation and regulations in the UK, and an adherence to the Fundraising Regulator’s Codes of Practice.
· Demonstrate an understanding of and commitment to equity and anti-discrimination practices
· Demonstrable understanding and application of GDPR

· Knowledge of tax effective giving and how to leverage this to increase income and support


	· Demonstrate an awareness and understanding of Health & Safety issues related to this post.
· 
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	Skills & Abilities
	· Proven ability to influence others with strong communication skills
· Capable at effectively stewarding support from individuals and groups including but not limited to schools, community groups and local businesses
· Ability to devise, plan and implement new campaigns and initiatives
· Self-starter, motivated and able to work to own initiative

· Computer literacy, including the use of Microsoft Office Applications and other bespoke packages.

· Good numeracy skills and ability to understand basic budgets
· Demonstrate the ability to work independently and as part of a team
· Excellent time management skills with the ability to work under pressure and simultaneously manage multiple projects and meet strict deadlines.
	· Ability to establish effective relationships with co-workers, other professionals and service users.

· Ability to relate to a multi-cultural client group and an understanding of the issues and effects of Domestic abuse and/or homelessness among women and children.

· Good eye for marketing materials, understanding PR and awareness raising tools
· Excellent research skills
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	Qualifications & Training
	· No specific qualifications are required for this post, please see skills and abilities, and knowledge and understanding sections

	· Institute of Fundraising Certificate or training
· Further training in role specific areas including but not limited to gift aid, volunteer management and event management
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	Other Special Requirements
	· Demonstrate a commitment to the aims and objectives of The Haven Wolverhampton in supporting women and any dependent children who are homeless through reasons such as domestic abuse.
· Full, clean driver’s license and access to your own vehicle with business insurance
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